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PREFACE 



These pages would ne^er have been written were tc 
not that a fiiint Macedoniai cry has reached the ear oi 
the author, — ^from puzzled school-girls inditing their first 
epistles ; from clerks doubtful how best to write an ap- 
plication, or answer an advertisement ; from the novice 
in conventional correspondence ; from the bashful youth 
with nosegay wilting for lack of a suitable accompany- 
ing note ; from busy householders, careful and troubled 
about many things, but chiefly at a loss how to say dis- 
creetly what they know must be said in the numerous 
letters which business or social responsibility foron 
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Aem to write; fimm some to whom ilie land of kttenii 
an— almoetr— midisooveied oountiy, but one oa whose 
confines they occasionally find themselves. 

To these^ and all others who pause in rimilar per** 
plexity this little guide offers its services ; glad if it 
may hdp some one to nndimn his captive thought and 
five tbe pnsoQsr a spee^ release. 
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LETTER WRITING 



CHAPTER I 

8ITLB AND DIOTION 

A. few generations fgo H wae the feshion for am* 
bitious young writers to form tieir style on that of 
some illustrious author. The young writer of to-daj 
has no ambition thus to perpetuate the fame of another; 
but rather, he strives to distinguish himself by some 
fitroke of originality. The style at which he aims is es- 
sentially spontaneous and individual. 

Under these modem conditions the availability of ex* 
act model letters is limited. The approved forms of 
conventional correspondence may be copied verbatim, 
or with slight verbal changes to suit circumstances, but 
the chief value of model letters of the informal, or 
spontaneous, class is to give an illustration of the proper 
tone and spirit and style of such messages. In this 
satirical age nothing is more subjected to ridicule than a 
copied letter when its character is discovered. But one 
may follow a model in its essential points without copy- 
ing it literally. The tact and good sense of the letter* 

a 
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10 LETTER WBITIKG 

writer will restrain him from ludicrous misappropriation 
of a model letter form. 

A well-written letter is equivalent to a well-managed 
conversation. Its literary style should be adapted to the 
theme and the occasion. A letter of friendship written 
in the brief style of a commercial order would be 
abrupt, if not rude ; a business message interlarded with 
rambling personal references would be ridiculous. It 
18 such incongruity between style and subject that forma 
a basis for the burlesque in letter- writing. 

An easy and graceful style of correspondence is pos« 
sible to those only who have a good command of words 
and a clear idea of definitions. ** Study the dictionary'' 
may sound like the setting of a prosy task. But an oc- 
casional hour spent in searching out the obscure roots of 
common words, or tracing the gradations of meaning in 
a series of synonyms, will soon show significantly in the 
enlarged vocabulary of an intelligent writer. 

I remember a small boy who became fascinated with 
this study ; and many a rainy day he spent in the 
library, poring over the Unabridged. A few years 
later, when the spelling- match mania prevailed, h3 
spelled down all of his young competitors, and many 
champions of riper years, and nonplussed the Judge 
by his discrimination in definitions. To-day he is a suc- 
cessful correspondent and editor; and no readier or 
more terse pen than his can be found in the ranks of 
journalism. His voluntary choice of the dictionary as 
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ft source of recreation was probably no small ftctor of 
hb present skill in the use of his native tongue. 

Certain it is that this graceful command of language 
is not acquired in a day ; nor can any hasty cramming 
process on some special occasion hide the ignorance of 
those who habitually neglect this study of words. The 
experience of Sam Weller, in the writing of his memor- 
able ** walentine/' pictures the straits in which such an 
one finds himself when he comes face to face with the 
task of writing an all-important letter, with no idea how 
to begin — except by abruptly confessing the all too 
deeply realized fact that he ^' finds himself circum- 
wented.'* 

Do not wait until you have a letter to write to some 
distinguished person. Study the dictionary, now and 
every day, here a little and there a little ; and the seeds 
of knowledge thereby implanted will germinate and in 
^me grow to a golden harvest of cultured speech. Then 
you will not need that I or any one should tell you how 
to write a letter. The precise words that embody your 
ideas will come at your bidding. And somewhere, 
somebody, receiving the white-winged messenger of 
your thoughts, will be better, wiser^ happier — ^becauat 
you studied the dictionary. 
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CHAPTER n 

▲ FEW GRAMMATICAL POIKIB 

What is the use of writing a letter unless one's meaning 
is made dear? Messages misunderstood may cause a 
breach of friendship, or a serious business complication. 
It b related that on one occasion a wholesaler, wishing 
to ascertain the financial standing of a merchant who 
was buying on time, telegraphed to the bank on which the 
merchant's checks were drawn, stating the case, and in* 
quiring, *' Is he good for the amount ?" The terse reply ol 
the bank official, was : ** Not good for any amount," 
but a careless operator made the message read : ^* Note 
good for any amount/' On the strength of this the 
wholesaler shipped the goods, only to find, later on, thai 
he had been swindled. So small a thing as a silent 
**e" had worked a thousand dollars' worth of mischief. 

The incident is analogous to the many cases wherein 
vague or ambiguous expression gives rise to doubtful 
interpretation of the messages intended to be conveyed 
by familiar letters. We are often compelled to decide 
the meaning of our correspondent not so much by what 
he actually says, as by what we have reason to believe he 
would be most likely to think. Through faulty punc- 
laation, or misplaced phrases, or words that are not at 
12 
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LETTER WRITING IS 

all the words that he meant to use, he may say just what 
he did not intend to say. By double negatives he may 
unconsciously contradict his most emphatic assertions. 
We must take this into consideration, and make allow* 
ance for all errors that we know to be habitual to the 
writer before we can be quite sure what precise message 
we are to glean from his sentences. Thus indulgent 
friendship is imposed upon, and we patiently endure the 
Infliction of poorly-written letters for the sake of the 
honest intentions with which we accredit the writers. 

So long as the messages are only' those of sentiment 
and social interchange between persons already well 
acquainted no greater disaster may result than the mo- 
mentary perplexity that attends the reading of the 
message. But when letters from comparative strangers 
are written in such a blundering way imperfect or er- 
roneous ideas are sure to be conveyed. Sometimes a 
disagreeable impression is made that subsequent ex* 
planations can never efikce. Friendships are nipped in 
the bud ; and those who might have been genial com- 
panions are estranged because the really kindsentiments 
that they would have been glad to express, had they 
known how, were garbled at the point of their tactless 
pens. On the other hand, the clear, graceful style of a 
ikillfiil letter-writer may create such a favorable im- 
pression of the writer as will lead to the establishing of 
a congenial friendship between persons hitherto 
•trangera^ but now introduced to each other through th% 
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14 LETTEB WRITIKG 

medium of a business or professional correspondence ; 
an experience not unusual, when a bright, cultivated 
man occupies the secretary's desk at either end of the 
line. 

A dispassionate critic will interpret the language of a 
letter according to its grammatical and rhetorical con- 
struction, aided bj punctuation. It is not the purpose 
of a volume of this character to include a course of 
language lessons. Numerous clever text-books are in 
use in the schools, and any person who lacks the knowl- 
edge of grammar can readily find a book suited to his 
needs and comprehension. 

For the benefit of any who may need the caution, a 
few of the more common blunders in grammar are here 
pointed out. 

1. Th^weofaringvIarveiihwUhaplu^ 
the reverse. 

EXAMPLES 

Horses eats oats, should be Horses eat oats. 

The bridges was burned, should be The bridges were 
burned. 

Was you there? should be Were you there? 

Neither of them are finished, should be Neither (one) 
of them is finished. 

Each of them are half done, should be Each (one} 
•f them is half dona 
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Both of us 18 going, idiould be Both of as (together) 
are going. 

The Legislature are in session, should be The Legis* 
lature (as a body) is in session. 

The Legislature is discusdng the measure, should 
be The Legislature (members one with another) are 
discussing the measure. 

A crowd were sur^ng through the street, should 
be A crowd (as one mass) was surging through the 
street. 

The congregation was attentive, should be The con* 
gregation (many individuals) were attentive. 

The company are disbanded, should be The company 
(as an organization) is dis\)anded. 

Conflict of Sound and Sense^ 

In sentences where a modifying phrase containing a 
plural noun comes between a singular subject and its 
▼erb, the ear is sometimes deceived by the sound; and a 
plural verb is used, to answer to the sound of the nearest 
(plural) DOOiL 

EXAMPLES 

That grade of goods are unreliable^. • • grade 
• • k). 

A box of spedmens were forwarded — (• • • box • • 
was). 

A list of the most conspicuous mistakes are hera 
printed— (list • • is printed). 
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16 LETTER WBTTING 

This variety of peaches are in market early-^ 
(variety. • • is. .)• 

AlsOyWhen by inversion or peculiar collocation the 
subject and its verb are out of their usual relative posi* 
tion, similar errors occur. 

EXAMPLE 

Designs fer chenille table-covers into which are 
wrought a tinsel thread (into which a tinsel thread is 
wrought). 

Mistakes like the above occur chiefly in long or com- 
plex sentences. As a safeguard analyze the sentence 
to find the subject and its verb, and see that they agree 
in person and number. 

2. Omfused vse of the past tense and pad paHicipleoJ 
verU. 

We come home yesterday — (we came). 

Its like was never saw before— (was never seen). 

He had went — (had gone). 

They done their work well — (they did). 

I seen them raise the derrick— ^I saw them). 

Guide in these CAssa — ^If an auxiliary verb is 
used in predicate (b» was, has, have, had, etc.) the parti- 
eiple fi>llows it^ to complete the predicate. If no aunl* 
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iary is mtrodao6d,the part tense of the wb is the oori 
rect word to use. 

S. Mi$u9e of I^wumM. 



EnoiB in Oases. 

Her and me went — (she and I). 

The house belongs to John and I— (to John and 
(to) me). 

Who is this John who you so often mentiCMif-^ 
(whom you — ^mention). 

Errors in Person and Number. 

Any one buying their ticket elsewhere runs a risk of 
being cheated— (any one buying his (or her) ticket). 

Everybody has their own opinion — (everybody has 
his (or her) own opinion). 

Misuse of the pronoun Them for the adjective Those. 
Them hats that hang on them hooks belong to them 
boys — (Those hats — ^those hooks — ^those boys). 

4 Qmfufion of Adverbs of manner with Adjectivea 
(hat qualify. 

EXAMPLES 

She looked beautifully — (she looked (what?)— 
beautifiil). 
Sikd sang sweet— (she sang (how ?) sweetly). 
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18 IJSTTEB WBTIlNa 

Bdlb. — QuftUfying Adjectives answer the question 
WHAT after the verb, and fdways express an attribute of 
the subject. Adverbs of manner answer the question 
HOW after the verb, and always describe the manner of 
the action expressed by the verb. 

6. Dtmble Negatives. 

Two negatives equal one affirmative. Do not tell 
her no more of your history, is equivalent to saying, 
Do tell her some more of your history. 

I didn't get no paper, therefore, I did get some 
paper. 

These errors occur chiefly in connection with such ex- 
pressions as didn't, wasn't, hadn't, and other combina- 
tions of auxiliary verbs with the adverb not. They 
characterize hasty and inelegant speech, and mark an 
illiterate letter writer. 

6. Wrong use of Shall and Will, Shmld and Would. 

Shall and will have significance in the first person ex- 
actly opposite to their significance in the second and 
third persons. 

XLLUBTBATIOllS 

I shall go (in all probability). 

Tou shall go ) 

Thev shall CO J ^^ ^^ command or determination). 

I will go (my determination is to go)« 
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LETTEB WRITINa 19 

Yoawillgo ) (merely my prediction oonoeming 
Tbey will go J your going.) 

EXAMPLES OF MISUSE 

Oh! I will drown and nobody shall help me I (I 
shall — ^nobody will). 

As a guide to the correct use of shall and will, should 
and would, Richard Grant White quotes the following 
lines from Sir George Etherege's, " She would if sh« 
could" (1704). 

'^ How long I shall love him I can no more tell 
Than, had I a fever, when I should be well. 
My passion shall kill me before I will show it. 
And yet I would give all the world did he know it.'' 

7. Saperfluous words. 

EXAMPLES 

To be given away gratis (omit gratis). 

They are equally of the same weight (omit equally, 
or say, of equal weight). 

That there man lives in this here house (omit there 
snd here). 

Gome out from down in under the table (omit 
down in). 

He fell down from the fence and rose up from th« 
ground (omit down and up). 
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Do DOty except in legithnate hyperbole, add more or 
moet, or other intensives to ideas that are already as iD< 
tenae as they can be. 

KXAMPfiKB 

More complete. 

The very best, and the very woaL 

A more unlimited view 

The roundest ball. 

Again, do not use the terms universal, universally, 
when speaking of things that are liable to limitation. 
Example: Instead of universally beloved say generally 
beloved. 

In general, beware of the universal and the su- 
perlativey their too frequent use indicates a lack of dis- 
crimination. 

8. Err(me(m8 use of Preporitbma and Omjundums. 

EXAMPLES 

The book fell on the floor (to the flocnr). 
In comparison to him (comparison with him). 
I dUBsir with you (difier from you). 
I am averse from that (averse to that). 
They are going over the bridge (across the bridge). 
He was acquitted from the charge (acquitted of the 
•harge). 
I cannot say as I would (I cannot say that I would). 
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The ship Is not as large as it eeenui (not so large as 
it seems). 

Except I am detained (unless I am detained). 

Similar errors could be quoted by hundreds. Vague 
ideas of the relations of things are the basb of these 
mistakes. A clear idea of these relations b the safeguard. 

9. Miscellaneatu. 

EXAMPLES 

The best of the two (the better of the two). 

Either of the three (any one of the three, or any 
larger number. Either refers to two only). 

I have only two or three alternatives. (An alterna- 
tive IS one that may take the place of the one I already 
have. In any given case, I have only one alternative, 
though possibly two or more choices.) 

A couple of chairs (two chairs. Couple refers only 
to two things inseparably joined). 

A pair of carriages (two carriages. Pair refers to 
two things that answer to each other in use, as, A pair 
of gloves). 

These selected illustrations may serve to show the ne- 
cessity for careful attention to little things. The most 
troubledome grammatical blunders may hide in some 
apparently insignificant word or phrase, and thus creep 
into one's unguarded phraseology. 

I have heurd really dever people declare that gram* 
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mar was their weak point. Let all who realize this 
&ct set about strengthening their grammatical under- 
standingp by the use of well-written text-books on the 
one hand, on the other — ^best of all — ^by constantly 
noting the example of educated and polished people, 
whose speeches and writings embody correct current 
usage. 

One of the most brilliant extemporaneous speakers of 
the day has frankly said that he made a practice of read* 
ing twenty or thirty pages of Macaulay just before he 
was to make an important speech. Not that he plagiar- 
ized Macaulay, or even quoted from him ; for the theme of 
the writer was probably entirely foreign to the speaker's 
subject. Bu t the easy flow of words, the graceful sponta- 
neity of style, the musical rhythm, and the buoyancy of 
spirit — these clung to the orator, and helped his own 
thoughts to find like mediums of expression. The letter- 
writer, as well as the speech-maker, may gain much in 
ease and copiousness of language by frequent commun- 
ing with such spirits as Walter Scott, Charles Lamb, 
and our own Irving and Hawthorne. 
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ruirCrUATIONy capital LETTEBS, ABBBEVIATIOliaL 
80MX PBOYEBBS OF GENERAL APPLIGATIOK. 

PUNCTUATION 

A pointed remark not unfrequently owes its point 
to the skillfiil use of the points of punctuation. They 
are the finger-posts that guide the reader when, 
otherwise, the meeting of the roads — in complex 
phrasing — might leave him in doubt which way to go. 
Be careful in your letters to set these guide-boards along 
the highway of your thought, that he who runs may 
read. 

BRIEF RULES 

!• ne Period (,)* 

A Period is required: 

After each declarative and imperative sentence; 

After each abbreviation ; 

Aft;er all signatures to letters or other documents. 

2. I%e Semicolon Q. 

A Semicolon is required : 

Between clauses or members that are disconnected in 
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At the end of a clause that is to be foUowed by an 
ezplanatorj phrase introduced by as, namely, that is ; 
as. The day was fiiir ; that is, for April. 

In long sentences to separate parts that are subdivided 
by commas; as, He was tall, spare, and agile; and, 
considering his years, remarkably youthful in appear- 
anoa. 

8. The Colon (:). 

A Colon is required : 

To separate the parts of a sentence that are subdi< 
vided by commas : 

After words that introduce a formal quotation or enu- 
meration; as, He spoke as follows: ''Ladies and gen- 
tlemen," etc.; "Please send the following articles:" etc.; 

After any word or expression that is grammatically 
complete in itself, but which is to be immediately foU 
lowed by a word or words, amplifying or elucidating t^ 
idea; as, the secondary titles of books : " Evangeline : A 
f ale of Acadie." 

4 The Omma (,). 

A Comma is required : 

To set off a short quotation informally introduced; aa, 
Who said, ** Give me liberty or give me death ?" 

To set off co-ordinate clauses, and subordinate clauses 
not restrictive ; as, '' Time is priceless, though we seldom 
naliaeit." 
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To set off transposed phrases or daoses ; as^ When 
my work was finished, I departed. 

To set off interposed words or phrases ; as, I should 
prefer, other things being equal, to live in New 
York. 

To mark an ellipsis, or the omission of some important 
word that is understood from the context, and its place 
indicated by the comma ; as. Talent is something ; tact^ 
everything. 

To separate words or phrases in a series ; as. Oxygen, 
hydrogen, carbon, and nitrogen. 

To set off words that are independent ; as. Allow me, 
Mr. President, to explain. 

To prevent ambiguity where phrases might otherwise 
be confused with each other. (This last instance is bet- 
ter avoided by a clearer construction of the sentence.) 

5. The Dash (— ). 

The Dash is employed : 

To set off a parenthetical word or phrase ; as. Some- 
thing — no matter what — has much annoyed me. 

To indicate a break, or sudden change in the thought ; 
as, Man's mind — what is it but a convex glass — etc. 

6. The Interrogation Point (?), 

The Interrogation Point is used after every question ; 
as, Can this be true 7 
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7. l%e Eeelanuxtim Paint (J). 

The Exclamation Point is usedaftereveryexdamatoij 
expression ; as, Ah I Oh, I am so glad I 

8. The Parenthesis Q. 

The marks of Parenthesis enclose a parenthetical ex- 
pression used by the writer. If, in reviewing or quoting 
an author, the editor or critic interpolated any com- 
ments, they are inclosed in brackets []• 

9. Quotation Marks Q* *y 

Quotation Marks are used to enclose verbal quo* 
totions ; as. He said, ** I would not go now though they 
besought me with tears." 

When the quotation is varied slightly in wording to 
adapt it to the sentence into which it is woven the single 
comma and apostrophe are used ; as, He said that ' he 
would not go now though they besought him with tears.' 

10. Tlie Hyphm ir). 

The Hyphen is little used in writing, except to con- 
nect the words of on arbitrary or unusual compovuid ; 
as never-to-be-forgotten. 

CAPITAL LETTEKS 

Capital Letters mark some individuality or promv 
nenoe in the words in which they are used. 
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UBTTER WRrriNO 27 

The following always begin with a capital : 

The first word of every sentence ; 

Proper names, and adjectives derived from them 
(America, American). 

All titles applied to the Deity ; also all pronouns 
used with these nouns; as, The Lord is in His holy 
temple. 

Every line of poetry ; 

The pronoun I, and the exclamation O ; 

Official and honorary titles; as, Honorable, Gen« 
eral, etc. 

Titles of books, and principal words in headings of 
chapters, etc. ; 

The names of the days of the week, and the months 
of the year ; 

Names, or leading words in names, of religious de« 
nominations and other organizations of fixed title ; as, 
Presbyterian ; Grand Array of the Republic. 

The first word of formal quotations; as, Lawrence 
Sterne said : " The Lord tempers the wind to the shorn 
lamb." 

Each separate item in a written account. 

Common nouns personified ; aa, Cease, fond Nature, 
cease thy strife. 

Finally, any word that is not usually prominent may, 
for specific or whimsical reasons, be made so by using 
a capital for its initial letter; as. His speeches are 
filled, like his mind, with Great L 
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ABBREVIATIONS 

The following abbreviataons are admissible as a 
rule: 

Of Titles attached to names; as, Bev., Dr., Mrs., 
Hon, J. P. Lawton, LL. D. 

Of chronological terms ; as, Feb., Dec., Weds., etc. 

Of geographical names ; as, Mich., for Michigan. 

Of titles of orders and societies ; as, 0. S. B. (Order 
of Saint Benedict). Y. M. C. A. (Young Men's 
Christian Association). 

In formal correspondence only fixed titles accom- 
panying proper names are abbreviated. All other wordp, 
including names of societies and orders in formal an- 
nouncements, are written in full ; even the date being 
g^ven in words, not figures. (See Forms for Invitations, 
etc.) 

It is better to follow this rule, except, perhaps, in the 
matter of the date, in all social correspondence. A good 
maxim of style would be No abbreviations whatever. 
It takes very little more time to write February than 
Feb., and it gives to the letter an air of deliberatenesa 
that Implies respect for the person addressed ; whereas 
a letter full of curt abbreviations suggests impatient 
haste, and conveys the idea that the writer begrudged 
the time that he gave to the matter. A vague slight if 
biferred and resented by the recipient. 
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■OME PROVERBS OF GENERAL APPLIOATION 

1. Letters to a stranger, conoeming one's own afiairt 
or interests and requiring an answer, should always en 
close a stamp, or, better still, a stamped envelope ready 
addressed for the return of the answer. The latter is 
not necessary in addressing firms or organizations that 
send out all correspondence officially, and in envelopes 
stamped with their peculiar insignia; as, National 
Head-quarters, G. A. R. ; Century Publishing Com- 
pany ; etc. In such cases the stamp is sufficient. 

2. Letters requiring an answer should receive prompt 
attention. In acknowledging the receipt of a letter 
always mention its date ; as. Your letter of the 15th 
instant is received. 

3. Do not dwell upon apologies or explanations of de- 
lays. Do not repeat several times in the course of your 
letter, " Oh I I am so sorry that I have been too busy to 
write," nor amplify the various causes. A brief para* 
graph should contain all that is to be said about it. 

4. Do not write letters with a lead-pencil. 

6. Avoid possible grammatical and rhetorical bluiK 
ders by using short sentences and simple words. 

6. Never send an anonymous letter. It is so common 
a device of sneaks and blackmailers that respectable 
people cannot affi>rd to rest under the suspicion of it. 
Never pay any attention to an anonymous letter, or any 
other&rm of postal impertinence sent to yourself 
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7. Never write a letter when excited or angry. Sleep 
over the subject ; and, though your candid views may 
remain unchanged to-morrow, your manner of writing 
them will be more discreet when a cooler head dictates 
the language. 

8. Never put one of the important messages of your 
letter into a postscript — ^a thing usually done by writers 
whose letters are so poorly constructed as to require this 
awkward addendum. Postscripts are rarely admissible, 
never in good style. 

9. Be more conservative in writing than in conver- 
sation. Words written may be read by other and less 
friendly eyes than those for which they were intended. 
Preserv? your dignity, however frank and affectionate 
your letters may be; then you need not care who 
sees them. 

10. One is seldom criticized for taking too much pains 
with a letter. Certainly no correspondent will resent 
the delicate compliment that i& implied by a carefully 
writtoi letter. 
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CHAPTER IV 

THE STRUCTURE OF A LETTER 

The following distinct steps mark the progress of a 
Uiter: 

1. The Heading. 4. The Subscriptioa 

2. The Address. 5. The Signature. 

3. The Message. 6. The Superscriptirio 

The accompanying diagrams indicate the proper place 
on the page or envelope for these several parts. 
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Diagram I. Diagram 2. 

{Opening page qfleUer.) (Closing page qf letter.) 



Diagram 4. 




Diagram 5. 



Diagram 6. 
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THE HEADING 

The Heading includes the Place and the Date, and 
occupies the two or three short lines at the upper right 
oomer of the opening page. (Diagram 1.) 

39 Union Squabe, The Tratmore, 
New York City, Atlantic City, N, J., 

June 15, 1890. March 11, 1891. 

Berwyn, Pa., 
July 18, 1890. 

In notes sent by a messenger to a person in the same 
town the Heading is usually omitted, and the date is in- 
dicated simply by writing the name of the day of the 
week, as, " Tuesday morning," either at the upper left 
comer of the first page, or at the lower left corner of the 
closing page. (This latter position is often given to the 
full date, instead of including itf with the place^ in the 
Heading ; but this arrangement is allowed only in con- 
nection with the business form of Address.) 

THE ADDRESS 

The Address occupies the short lines to the left at the 
beginning of the letter. (Diagram 1.) It may have 
either of two forms. 
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1. The Butinesi Form. 

This form gives the fiill name of the individual or 
firm addressed, usually with the post-office address, and 
with or without a complimentary phrase of address. 

EXAMPLES 

CShables Scbibneb's Sons, Mb. Johk K. Barton, 

New York City. Pargo, Dakota. 

Qevtlemen : Dear Sir : 



Mrs. L. D. Stevens, Mr. Percy Lester: 

Sago, Maine. 

Dear Madam: 



2. 7%e MlUary Form. 

The Military Address is used in official correspond- 
ence, and is the more graceful and respectful style for 
social letters. 

In this form merely the title, or a complimentary ad* 
dress (as Greneral, Dear Sir, My Dear Kathleen) is 
written at the beginning of the letter, and the full name 
and title, with the place of residence, is written at the 
olose of the letter (in the place indicated by the short 
lines in the lower left corner. Diagram 2). 
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GXNSBALS 



Majob-Gsn. Geobob G. Meade, 

C!0MMANIIINO THB AeMT OF THE POTOllACk 

Washikqtok, D. C. 



Mm J. L. Dm, 

AlKEET, 

ao 
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Many yariations are made to adapt the itjle of ad- 
dress to the degrees of formality ; but one rule holds in 
all ; namely, that either the address proper, or the sub- 
sequent writing below shall furnish the fiiU name and 
address of the person for whom the letter is designed 

THE ME88AQB 

The Message is the body of the letter: whatever the 
wikerhas to communicate. 

THE SUBSCRIPTION 

The Subscription is the term applied to whatever 
phrases of compliment are used as a graceful conclusion 
and a neat connecting-link between the Message and the 
ffignature; as, 

** With many thanks for your kindly interest, I beg 
to subscribe myself 

^TourSy with deep respect,'' 



^AiOO^ my best regards, and believe me ever 
** Yours most sincerely,** 



Various polite phrases are used in brief subscriptions. 
•* Very sincerely yours," " Yours truly," are usually ap- 
propriate, and neutral as to the decree of intimacy in- 
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volvad. A change of adverbs gives many varieties to 
the idea of " Yomrs;" "cordially," "faithfully," "» 
gretfuUy," etc. The general tone and character of the 
message should be sustained in the subscription. A 
note conveying a severe repulse could not properly 
close with " Cordially yours," nor should a message ol 
impulsive affection be wound up with a curt " Yours," 
etc. 

THE SIGNATURE 

The Signature is the name of the writer, and with 
the Subscription occupies the place indicated by the 
short lines at the right, at the close of the letter (Dia- 
gram 2), as, 

" Very sincerely yours. 

" Edwabd B. Layton.'* 

In business and formal correspondence, or in the 
case of any important letter, the name should be written 
in fiiU, as it would appear in a legal document or on a 
bank draft; but in familiar notes, home letters, etc., 
less exact signatures are allowable. Thus, according to 
the nature of his correspondence, Mr. Edward B. 
Layton may sign his name variously, Edward Bw 
Layton, K B. Layton, E. B. L., Edward, Ned. 

the supebscbiption 

The Superscription is written on the outside of the en- 
velope. (Diagrams 3, 4. ^ and J5 indicate the location 
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of lines on the enyelope.) It includes the name of the 
person addressed, and the place of delivery. If the latter 
is a town having a carrier oflSce the residence (street and 
number) is given, as well ais the name of the town and 
State. For foreign letters, the name of the country is 
added. 

EXAMPLES 

The Penn Publishing Ck>., Mrs. Ellen Joyce, 

Philadelphia, Panwood, 

923 Arch St., Pa. Union Co., 

New Jebset. 



Mr. John C. Hunter, Messrs. Longmans & Co., 
BiDLET Park, 39 Paternoster Row, 

Delaware Co., Pa. London, 

England. 

The requisites of a well-written superscription are : 

Precise position and spacing of lines. 
Distinct and orderly sequence of items. 
Legible writing of words and figures. 

Some Special Points as to forms of address : 

A gentleman is addressed, socially: Mr. Brown, 
Dear Mr. Brown, My dear Mr. Brown. (Familiarly 
the Christian name may be substituted ; as, My dear 
Fred, etc. In business, or with formality: Sir, Dear 

Digitized by V^jOOQIC 



i8 LETTEB WBrrnfG 

Sir. (Mr. Brown ; Sir, is aqmewhat tantdogical ; it In 
better to use one or the other, not both.) 

A business firm is addressed in the businesi form, 
with or without adding the complimentary address: 
Gentlemen; this addition makes the address more 
personal, and more courteous. 

A Company may appropriately and without dis- 
courtesy be addressed without the added (Gentlemen 
— «ince the idea is less personaL The plural Dear 
Sirs is never proper. 

In addressing the higher orders of the clergy, and 
state or military officials, in their official capacity, the 
proper honorary titles should be used. A Bishop is ad- 
dressed as, B;eyerend Sir— or Reverend and Dear 
Sir, etc. Any clergyman may receive the same address 
as a mark of deference or formality. 

Executive and commanding officers, and heads of de- 
partments are addressed by title; as, Mr. President, 
Governor, General, Mr. Secretary, etc. 

Members of legislative bodies are addressed : Hon. 
John Brown; Sir (or Dear Sir). By popular com- 
plimentary custom, every elected office-holder is ad- 
dressed as Honorable. Strictly, the title of Hon. 
belongs to members of the Federal Congress and the 
Senate, and Judges of the higher courts, or other officials 
of equal dignity. 

Where no definite official or professional reason ex- 
hts for using a special title of address, Sir, or Gentle' 
mentis always in order. _ Digitized by v^oogie 
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The sub-title Esquire implies some connection with 
^egal matters. It proper! j belongs to members of the 
bar, justices of the peace, and lesser officials of the 
courts. As popularly used-*attached to any and every 
man's name — ^it has no significance, and adds no dis- 
tinction. It merely shows that the writer is making a 
vague effort to be complimentary ; and is most liberally 
used by the illiterate, often with absurd inappropriate- 
ness ; as, Bev. Pro£ John Mott, Esq. 

A married lady or a widow is addressed: Mrs. 
Brown ; Dear Mrs. Brown ; Madam ; Dear Madanu 

An unmarried lady is addressed: Miss Brown; 
Dear Miss Brown; My dear Miss Brown. (Fa- 
miliarly, the Christian name may be used; My dear 
uaroline, etc) In a business letter, or a letter from a 
stranger, Madam, and Dear Madam, are equally 
appropriate in addressing married or single ladies ; since 
the English form ignores the French distinction. 

Dear Miss, is never proper. It sounds like an afiTection- 
ate overture from an inferior, or an ignorant person. 

Some perplexity is expressed as to the proper way to 
address a servant. Shall Thomas O'Brien, the gardener, 
be Mr., or not? According to transatlantic custom, 
no. But there is no American reason why not. And 
if the cook is a married woman or a widow of mature 
years, why (except it be her personal preference) should 
it be proper to call her Janet, instead of Mrs. Potts? 
Her wedding-ring gives her the title ; why should il 
not be recognized ? Digitized by v^oogie 
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MATERIALS 

Ko one can do skillful work without the proper nrnto' 
rials and tools. Given a block of flawless marble, a 
chisel of faultless edge — and the genius of Powers solved 
the problem. Without these tangible factors the Greek 
Slave would have remained the sculptor's dreamy ideal ; 
% secret thought now buried with his pulseless heart 

It may sound grandiloquent to say that the letter- 
writer is to an equal degree dependent on the material 
adjuncts of his work. But we all know that our opin* 
ion of a correspondent is prejudiced by the appearance 
of his letter. A clumsy sheet of coarse paper covered 
with untidy lines and crammed into an ill-fitting enve-> 
lope, is not prepossessing. A letter put together in that 
shape may be well-meant, but unfortunately it can never 
be well-received. A testimonial that ought to carry 
weight may be tossed aside as worthless because the very 
paper on which it is written discovers the writer to be 
devoid of the delicately discriminating taste without 
which his testimonial can have no value in the esti- 
mation of people of refined instincts. 

It will not do to catch up any fragment of paper that 
happens to be at hand, to go hunting over the house fbi 
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A stray pen and a half-evaporated inkstand, to improvise 
a writing-pad out of the rough 'cover of an old book 
whereon to scribble a half-legible message — the shiftless 
method liable to be followed by those who make no 
thoughtful provision of writing materials. 

Dear to the heart of a systematic letter-writer is a 
well-stocked escretoire. It may be a beautifully carved 
oaken desk, with all the luxurious appointments that 
the cabinet-maker can devise ; or it may be the little 
square cherry table with only one or two drawers in 
which to bestow the various articles needed. But the 
least pretentious little desk will hold all that is essential^ 
if a discriminating judgment guides the selection. 

Let us consider what this selection should iu elude. 

1. Writing Paper, 
Color. 

Business Letters. — For individual use in occasional 
business correspondence, white — neutral and non-com- 
mittal — is the proper choice. Some business firms adopt 
a special color, which through long use comes to be 
recognized as a feature of their official correspondence. 

Social Letters. — To paraphrase a familiar dictum, 
" When in doubt, choose white*^ the propriety of which 
is never questioned. It may be a pure white, a cream, 
or a bluish tint. For social correspondence, white is 
always accounted the most elegant ; yet, some concession 
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is made to the instinctive ** love of color." Delicate 
shades of blue and gray are much liked. More pro- 
nounced colors are included in fashionable stationery. 
But the use of these bright tints expresses the caprice 
of young people. 

Quality and Finish. — The manufacture of writing 
papers has been brought to the verge of perfection. 
Even the low-priced papers boast a quality and finish 
hitherto unknown ; while the finer grades are a 
delight to the pen of the writer and the eye of the 
reader. Two general styles are equal claimants to 
favor : the " fabrics," linen finished, and the " vel- 
lum," smooth and lusterless. 

Every season brings some novelty. To keep well- 
informed as to the accepted styles — size and shape 
of paper, cut of envelopes, etc. — one should fre- 
quently visit the leading shops where are displayed 
all the latest fancies in papeterie. 

Unruled paper should by all means be used. If 
the eye is not correct enough to keep a straight line 
across the page, the heavily-ruled leaflet may be 
slipped underneath until practice enables the writer 
to dispense with this guide. 

Weight. — ^Letter papers vary in weight, from the 
thick parchment or bond, used for very formal notes, 
to the onion skin or rice paper, preferred for foreign 
correspondence, or long personal letters whose mul- 
tiplied sheets — if heavier — would crowd the envel- 
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ope and increase the postal charges. A medium iveight 
is best for general use. 

Envelopes. — These are provided to match all letter 
papers; and each should be used with the quality and 
size of paper for which it is designed. The folding of a 
sheet to fit its proper envelope is too obvious to require 
directions. For the medium weight and heavy papers, 
envelopes match exactly. For thin or translucent papers, 
envelopes similar in tint and finish, but denser in quality, 
are much to be preferred. These conservators of pri- 
vacy should be opaque ; an envelope through which the 
writing shows is not fulfilling its mission. 

Stamped envelopes, to be had at the post-office, are 
used by many busy people for business correspondence 
and familiar everyday letters, to save the time spent in 
affixing stamps. These envelopes should not be used 
for formal correspondence. 

2. Ink. 

A good black ink is best for ordinary writing of tran- 
sient importance. A standard writing fluid that grows 
darker with time, is preferable for correspondence that 
is to be filed for future reference. A bottle of carmine 
ink may be allowed a place on the desk. It will be 
found available in preparing business statements, and 
for other practical uses. 

For social correspondence, black ink is used exclu- 
sively. But black inks — ^so-called— vary greatly ; show- 
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ing jet, blue, green, and dark slate tones. When usiug 
tinted papers, the tone of the ink should be considered ; 
as it is quite possible for an ill- chosen ink to destroy all 
artistic effect by introducing a color discord. Each tone 
is subtly effective when it harmonizes with the lint of 
the paper. 

3. Pens. 

Select a pen adapted to your individual handwriting. 
Never use a rusty or defective pen. 

A gold pen exactly suited to one's hand is the most 
permanently satisfactory stylus. For those who prefer a 
steel pen, or a stub, there is an endless variety to choose 
from. But they are short-lived, and should be bought 
by the box and frequently replaced. 

A pen-holder should not be too small. One having a 
diameter of one-third to one-half of an inch is less 
&tiguing to the hand than the delicate holders usually 
6old with ladies' pens. 

f 4. Postage Stamps. 

A supply of two-cent stamps should be in every writ^ 
ing-desk. They cost no more by the dozen than if 
bought one at a time at the stamp window and affixed 
in the presence of the government official at a thriftless 
expenditure of time and dignity. 

It may be remarked, in passing, that a pair of small 
icales,for weighing letters and other packets to determine 
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the amount of postage required, may lave many a 
tedious trip to tlie post-office. 

6. Wax and SeaL 

The use of a seal is always in good taste, though not 
indispensable. Its utility is in the fact that a sealed 
letter cannot readily be tampered with. As a thing of 
beauty a seal is desirable only in dainty correspond- 
ence. The wax should be tastefully chosen and neatly 
managed, and the seal should be personal in its signifi- 
cance. The coarse initials that can be bought at any 
stationery store and used by any and every one whose 
surname happens to begin with the same letter are 
neither distinctive nor elegant Either a fac eimile of 
the owner's hand, or an odd design known to his cor« 
respondents as his own personal seal, is acceptable to re* 
fined taste. > 

Sealing. — ^Wax tapers are much used in sealing; 
but practically, a gas burner turned low until only a 
blue flame as large as a pea remains, is the best torch 
for the purpose. Hold the end of the waxHStick an inch 
above this flame until it melts. Before it drips, quickly 
apply it to the flap of the envelope over the point of 
sealing, and leave thereon enough wax for the impress. 
Shape this portion of wax to the right size for the seal; 
then hold the envelope over the flame — ^not too near — 
long enough to remelt the partly-cooled wax ; and when 
it 18 again molten, promptly lay the envelope on a flat 
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surface, and apply the seal, evenly and firmly, to tke 
plastic wax. 

Crests. — Not every Dunbar is heir to the fan-crest of 
the Earl of March ; not every De Quincy has a direct 
claim to the wyvern of Winchester. The use of a 
seal displaying an ancient crest is in good taste only 
when a clear title is proven ; and then, it is becoming 
only when the present generation sustains the dignity 
thatbelongs to an illustrious name. No social figure is 
more ridiculous than the insignificant claimant of a 
former title to greatness ; and especially is this so when 
some shallow idea of a transplanted aristocracy goes 
with the claim. The motif of a crest — ^in American 
heraldry — must necessarily difier from that recog- 
nized in the old countries. There^the crest certifies 
to lineage that controls present rank and the legal dis- 
position of valuable estates. Here, it is merely a grati- 
fying memento of an honored ancestry, and bears the 
stirring motto, **Go thou and do likewise." Those who 
show respect to their noble forefathers by emulating 
their good examples, and who endeavor to live up to 
their birthright, are surely entitled to sign their social 
compacts with their family crest, and to derive from 
the privilege all the satisfaction that it afibrds ; with the 
cheerful congratulations of society at large. 

Et cetera. — There is still room in the little desk, and 
several things more are waiting to be stowed away : a eup 
containing a wet sponge^to cleanse the pens; a pen-wiper oi 
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diamoiB-Bkin ; blotters, large and amaU, including a pad 
of convenient size ; a beyeled ruler ; a steel eraser ; 
welly add to these any trifles that may be suggested by 
your needs ; and when all are neatly put in readiness, 
see if you have not almost realized your ideal — ^in a 
well-appointed writing-desk. 
What use will you make of this treasure t 
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PRACTICAL ILLUSTRATIONS 
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PROLOGUE 



In a ciystal well lie the drops of ink. 
And many a pen dips over the brink, 
Plunges, then risee, its keen point wet 
With a shining drop of liquid jet 
I wonder what story each one will teii; 
For 'tis strange what Taried meanbgs majdwai 
All in a drop of ink* 

The drop preferred by business men 

Is a blae-green drop on a broad-nibbed pen; 

Perhaps it may furnish a briel^ deed, or writ 

With "the said/' and ** aforesaid," "whereas,*^ and 

"to wit;*' 
Or, the credit and debit account it may keep. 
And be in the book-keeper's confidence deep: 
But whateyer its record of business, 'tis clear 
That nothing but commonplace fact will appear; 
Though it chronicles many a care and annoy. 
No heart-breaking sorrow nor deep-swelling joj 
Shall be found in this drop of ink« 
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But other drops there are that flow 

From Life*s deep currents, now fast, now slow. 

Now bright as the sunshine, now sombre as night. 

Drops bitter with grieving, drops sweet with delight. 

Some shine on the diamond-pointed gold pen, 

And trace polite fictions again and again ; 

Their "regrets" are so joyful, their message, in 

sooth, 
Must be read up-side down to get at the truth. 
Some turn to green oxyds corroding the pen 
Of the critic who lashes his fellow-men ; 
Some tell of sweet sympathy kind and sincere* 
Others scorn, and deride, and slur, and sneer: 
Some bring life-giving hope to the desperate soul. 
Others crush out its life with their tidings of dole. 
Which shall it be, O soul that guides 
The hand that holds the pen that glides 
Tracing on paper the thought that hides 
In a single drop of ink? 

In a crystal well lies a drop of ink ; 
I seize my pen — ^but stop and think : 
What power in this little globule lies 
To grieve the heart, or to gladden the eyes ! 
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Pknse, my soul, and linger yet ; 
What wouldst thou do with this liquid jet? 
Search out thy motive, ponder it well; 
The solemn truth I bid thee tell: 
Is thy message one of love, or hate. 
Of truth, or falsehood ? for soon or late 
Thy written words shall come again 
To bless or curse thy ready pen. 
If loving-kindness move thy hearty 
If noble impulse bid thee start, 
If clear sincerity be thine — 
Then write ; and show what power diyint 
Hay dwell in a drop of ink. 
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BUSINESS LETTERS 



BomnesB letters include all correspondence definitely 
bearing upon the writer's financial, official, or profes- 
sional relations to other people. 

The personal element in a busines letter is distinctly 
selfish ; not necessarily in a bad sense, but in the sense that 
each man has his own individual task to accomplish, his 
own battle to fight. The intensely selfish motive that, 
in the nature of things, inspires a business correspond- 
ence may be made most aggressively and ofiensively ap- 
parent by the very efibrt made to conceal it. Artful 
unfolding of a business project, insinuating obsequious- 
ness in approaching the intended victim^may put a cor- 
respondent on his guard against some trade robber. On 
the other hand, perfect candor in coming right to the 
point in stating a motive — selfish though it be — may 
immediately win confidence : and if the writer has th« 
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grace to diooee words that incidentally show hb legiti- 
mate self-inteiest to be nicely balanced with a due recog- 
nition of the rights of his correspondent, the success of 
his message is almost assured. Beading between the 
lines is not confined to sentimental literature. Some 
business letters give one a vivid impression that the 
thought in the writer's mind was, " I want to make as 
much out of you as I can, and at the smallest cost to 
myself." Others convey the agreeable spirit-message, 
" I'll do as much sometime for you." The actual facts 
of the transaction may be identical in the two cases ; it 
b easy to predict which letter will receive a &vorable 
reply. This subtle quality of tact is just as important 
in a commercial letter as in the most delicate diplomatic 
correspondence, as the experience of all successful busi- 
ness men will attest. 

Point, brevity, and clearness are three requisites of a 
business letter. 

Point is secured by carefully confining the message to 
the specific business. 

Brevity is secured by stating the precise message in 
the fewest words. 

Clearness includes simplicity and accuracy of expres- 
sion. Grammatical errors, mortifying anywhere, are 
practically hazardous in a business letter. If a man 
does not say what he means, can he blame another fi)T 
assuming that he means what he says? He may feel 
tggrieved at what he considers a most unfair tnin^lnt^ 
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pretation of his position ; but if he will turn to the Qopf 
of his own letter he may find an ambiguous phrase, or 
-a misplaced comma that will explun the "misinterpre- 
tation " that he has suffered at the hands of his corre- 
spondent. 

Nowhere does a graceful English sentence appear to 
better advantage than in a business letter. It shows the 
writer to be a clear-headed man, his mental mechanism 
well-balanced, running swiftly and efficiently and with- 
out noise or friction. On the contrary, the abbreviated, 
breath-catching, elliptical phraseology, regarded by some 
people as the proper style to adopt in writing a business 
letter, suggests the hurry and disorder and breakage of 
clumsily-adjusted machinery. If the slighting of im« 
portant words in thb seven-league-boots method of trav- 
ersing the subject really indicated an overwhelming 
pressure of business^it might now and then be pardoned ; 
but it indicates nothing of the sort to a discerning per- 
son, for busy people find it economy to be correct in the 
first place. One poorly written letter may require one 
or two subsequent letters to explain away its blunders. 
A firm, or an individual, whose time is worth anything 
cannot afibrd to be careless. That is a privilege re- 
served for the leisure class. 

Legibility is of great importance in business letter 
writing. The growing popularity of the type-writer 
makes this all the more imperative, that those who still 
use the pen in their business correspondence may not 
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suffer by odious comparisons. People have learned 
how restful to their strained eyes are the neat pages 
that come from the typewriter, and they grow less and 
less inclined to bear patiently the infliction of illegi- 
ble handwriting. Penscript must be clear and dis- 
tinct to be tolerated. An "application" may be 
ignored because the recipient has not time to spend 
deciphering it — especially when in view of the pile 
of similar letters that await him, he decides that 
'* there are enough without it, anyway.'' In this 
elbowing world the man who is too careless to do his 
best will find there are " enough without him. " 

Good stationery is indispensable to a neat letter. 
Trashy paper and pale ink spoil the effect of the best 
pen-work. Commercial or packet note, or letter 
(single sheets) may be used. The latter is preferred ; 
the writing should be on one side only, and if more 
than one sheet is used they should be carefully paged. 

Business letters should be answered the same day 
that they are received, unless the answer is delayed 
for a definite reason. 

Copies of all important business letters should be 
kept until the matters to which they refer are settled. 
Even then it may be prudent to preserve them. A 
dead past sometimes walks in the form of a new and 
unforeseen litigation ; and then old letters may have 
effectual power — to lay the ghost. 
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iMsn of Inquiry. 

The same respectful manner that marks a social letter 
should characterize a business letterof inquiry. Usually 
the answer, though strictly a matter of business, is yet 
somewhat of the nature of a personal favor. 

1* (To a freight agent, Inquiring rates, etc) 

Whitehouse, New Jebset, 
March 19, 1889. 
H. B. Sanders, 
Freight Agent, 
Flemikqton, New Jebset. 

Sib: 

Will you send me information on these points: 

What are the rates of freight between Flemington, 
N. J., and Utica, New York, on boxed goods, and on 
household goods not boxed 7 

At what cost can «t freight-car be chartered between 
the two points mentioned ? 

Is there a chance just now to secure part of a car di* 
recttoUtica? 

Please answer by return mail, and oblige 
Yours truly, 

(Mbs.) Sarah B. Huyleb. 
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S. (To an expertoioed teaeher and eiitlc^ asking MiMm 
is ehoosing a sehooL) 

29 Grove Terrace, 
West Philadelphia, Pa. 
(EncloBing stamp). October 6, 1889. 

Dear Madam: 

May I ask your advice in the choice of a school fot 
my daughter Elsie ? Our recent coming to this city will 
explain my ignorance of even the locations of desirable 
schools ; and as to their relative merits I should not be 
able at once to judge. Your admirable critique on the 
" Prevailing Methods in Private Schools," which you 

read before the Club one week ago, shows such 

a thorough enthusiasm in your subject as convinces me 
that you will cordially assist a perplexed mother in her 
efforts — may I quote your exact words? — ** to place her 
daughter with an instructor who shall develop and edu- 
cate her; not merely finish her — ^in more tra^o 8en8«Q8 
than one." 

Any confidential advice that you may kindly g^veme 
will be deeply appreciated by 

Yours very sincerely, 

Gertrude Alubon Draks. 

Madame C. V. Martin, 

President of the dub, 

Philadelphia, F4* 
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fngsalesiiuuu) 

— ^ Street, 

Kew Brunswick, N. J., 
(Endodng Stamp.) June 26, 1890. 

Messrs. Field & Co., 

— Market Street, 

Philadelphia, Pa. 
Gentlemen: 

Mr. B. P. Johns having applied to me for a position as 
traveling salesman in the furnishing goods business, refers 
me to you for testimonials as to character and ability. 
The young man is prepossessing in manner, and I might 
engage him at once ; but as I make it a rule to invest!* 
gate testimonials and references, I will ask you to give 
TUB your candid opinion of Mr. Johns' ability and relia* 
bility. I shaN rest my decision largely upon your reply. 
Respectfully yours, 

P. D. Gonwat. 



(Answer to P. II. Conway.) 

— ^ Market Street, 

Philadelphia, Pa., 

June 26, 188a 
Mr. P. D. Conway, 

— Street, 

New Brunswick, N. J, 
Dear Sir: 
Tour letter of inquiry of the twenty-fifUi instant if 
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Id reply we would say that personally we have the 
most cordial opmion of the gentleman to whom you 
refer. But he seems not to possess the qualifications for 
success on the road. While afiable in manner he has 
not the aggressive force that alone can successfully bat- 
tle against sharp competition ; and he lacks the personal 
magnetism that would make him popular and influen- 
tial. His work for our house was conscientious and 
painstaking ; but, owing to the lack of results, we were 
finally obliged to dispense with his services. We regret 
that we cannot advise you to engage him in the capacity 
of a traveling salesman. If you have an office position 
vacant, we venture to suggest that you might find him 
a valuable assistant, as his methodical habits and his 
personal integrity are unquestioned. 

Yours truly, 

Field & Co., 
J. M. R 



4. (To a photographer, inqairing about charges for 
crayon work, etc.) 

Bethlehem, Pa., 

July 18, 1890- 
Messrs. Gilbert & Bacon, 

820 Arch Street, 

Philadelphia, Pa. 
Gentlemen : 

Please be kind enough to tell me what are you^ 
charges for crayon portraits— vignettes — of lif&siza 
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(exclusive of frame); also, whether you execute pastel 
portraits, and at what rates. 

I wish to have a portrait copied from the photo- 
graph of my brother (Mr. C. M. Ryder), which was 
taken at your gallery last October, and which is num- 
bered 185,612. Perhaps after examining the photo- 
graph, your artist can tell whether the crayon or the 
pastel would prove the more life-like and satisfactory 
portrait, and so advise me in the matter of choice. 

Please address your reply as above. 
Respectfully yours, 

(Mrs.) Jessie R Croly. 



5. (To an Editor, agkingr an opinion of tlie elimate of 
Colorado.) 

Aiken, S. C, 
(Enclosing stamp.) January 6, 1890. 

Dear Madam : 

My friend, Mrs. Lucy Mentor, has advised me to 
write to you for an opinion as to the advisability of 
my going to Colorado at this season of the year. I 
have been here since October, but find my health is 
not improving. Colorado has been suggested as the 
most hopeful resort for sufferers from pulmonary 
disease. Again, I am warned not to go at this season. 
The ** multitude of my cougsellors'' bewilders my 
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juflgment, especially eince do ODe of them claims to ^peak 
with absolute authority. 

Mrs. Mentor aasures me that you have tested the 
merits of many noted resorts, and she thinks that, hav- 
ing but recently returned from Colorado, you will be 
able to tell me at once whether the change just now 
would be wise. 

. Mrs. Mentor's grateful references to your kind into* 
rest in her invalid brother makes me feel the more free- 
dom in asking you to take this trouble for a stranger^ 
whom ill-health compels to be also a way&rer. 
Trusting that I may hear from you soon, I am 
Sincerely yours, 

(Miss) Clara W. Vernrb. 
Mrs. Kate Farnham, 

Editor of the Househoij> Department 
—— Magazine, 
New To:i(K Car. 

6. (To an Editor, inquiring about the authorship of a 
f'tanza.) 

Petersbubo, Ya., 

Mays, 188a 
To THE Editor of '' Notes and Qubeieb,'* 

New York Beacon. 
DearBir: 

Can you tell me who is the author of the lines ^poled 
telaw» and also, from which of his poems theata]»» ip 
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uken ? Further, was it intended to refer to a real per 
•cnage, or only to an ideal " bard "f 

^ Prabe to the bard I his words are driven, 
Like flower-seeds by the £ir winds sown. 
Where'er, beneath the skj of heaven, 
The birds of fame have flown.** 

Please reply in " Notes and Queries," and address the 
response-to ''Alice ;" and oblige 

Yours truly, 

AuoB D. Hess. 



7. (To a Beal Estate Agency, inquiring about an en* 
change of property.) 

B 1 New York, 

June 1, 1800. 
Messrs. Fisk & Hall, 

Providence, R. I. 
Gentlemen : 

I have a grass farm of one hundred and eighty acres, 
valued at one hundred and fifty dollars ($150.00) per 
acre, situated about six miles from this village. I wIei 
to exchange it either for city property in Providence, 
R. I., or for country property in the near vicinity of 
that city. My farm is in superior condition, and free 
from encumbrance ; it has an undisputed title protected 
by a warranty deed. 

Will you advise me as to the possibility of your effect' 
tng th^ exchange that I desire? Also, acquaint m> 
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with your terms for transacting the business. In 
you undertake to make the exchange, I will send you aU 
needed information, maps, descriptions, etc. 
Your prompt attention will be accounted a fiivor. 
Yours truly, 

WlLUAM B. GUMMINGS. 



8. (To the Snperintendoit of a railroadf askisg tliat m 
train be allowed to make another stop.) 



Elmwood Obote, • 



(Endosmg stamp). October 10, IS*-* 

J. D. BoBCOB, Esq., 

Supt. of the Div. X. Y. Z. B. B., 

St., 

New York Cmr. 
DearSib: 

We, the undersigned, pupils of the Brierton Higli 
School, and residents of Elmwood Groye, would respect* 
fully request that train No. 147, — Division of the 
X. Y. Z. Bailroad, shall be stopped at Elmwood Grove 
for the benefit of ourselves and others who are at present 
greatly inconvenienced in getting to school^ from the fact 
that the only available trains are No. 914, leaving Elm* 
wood at 7.15 a. m., and No. 4, leaving Elmwood at 9.25 
▲. M.; thus involving either an inconveniently early 
start, or the equal disadvantage of being late at schooL 
The stopping of No. 147, which passes Elmwood at 
8.35 ▲. M., would prove a great accommodation to at 
least fifteen punils of the Brierton SchooLedbyV^oogie 
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If our request oomes within the bounds of the reason^ 
able, we shall trust that your kind interest in the wet 
£Etre of school-boys will lead you to grant it 
Very respectfully yours, 

Henby D. Bakbr, 
Philip 8. Cart, 
Qborgb W. Stowb. 



(liswer to the abOTe.) 

Office of the Superintendent, 

Div. X. Y. Z. R. R, 

St, 

New York City, 
October 12, 18—. 
Master Henry D. Baker, and others. 

Pupils of Brierton School* 
My Dear Younq Friends: 

Your message of the tenth instant is received, and 
read with interest. I regret my inability to grant your 
precise request. No. 147 connecting at Price Juuction 
with the westbound " Limited," cannot be stopped at 
any station east of Brierton. But if it will be of any 
advantage to stop No. 64, which passes through Elm- 
wood Grove at 8.10 A. m., it will afford me pleasure to 
•ee that it is done. 

With best wishes, I am 
Yours very truly, 

J. D. BosooB, 
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9. (lb the Sectetorj oi a Mdetf » re^pmtlBg iata^ 



Grafton, W. Va., 

(EacIoBing stamp.) June 16, 1890. 

Colonel: 

Will it be possible for you to furnish me with the 
roster of the Society of the A.rmy of the Tennessee at 
the date of its organization 7 I have occasion to refer to 
the earlier days of this Society, in the course of aa 
article which I am preparing to read before the People's 
Lyceum of this place ; and I wish to verify some state* 
ments before accepting them as data. 

Your kind assistance will be cordially appreciated by 
Yours respectfully, 

John Quill Penn. 
Colonel L. M. Dayton, 

Secretary of the Society of the Army of the Te% 
nessee, Cincinnati^ Ohio. 



Id. (JUklav for the Catalograe of a University.) 

The Aberdeen, 
St. FauI'. Minn., 
April i2, i<n>l 
Deab Sib: 

May I ask you to send me, to i^e above address, the 
eatalogue of the University, with any special circulani 
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that announce more particularly the coun-es of study to 
be pursued in the summer school for 18917 
Respectfully yours, 

(Miss) Frances N. Pxttnam, ' 
Thomas Chrowder Chamberlin, Ph.D., Um D. 
President of the University of Wisconsin. 
Madison, Wisconsin, 



Letters applying for sittiations. Answers to adverUsi^ 
menls,etc. 

An answer to an advertisement requires some judg^ 
ment. While advertisers usually state explicitly whal 
they want, yet it may sometimes be that some minor re* 
quirements might be varied, or something else of equal 
use be substituted. 

For instance : The owner of a* suburban residence 
wants a '' handy " man about the place. He advertises 
for '' a coachman and gardener, one who understands 
the care of horses, and who can take charge of a vege- 
table and fruit garden, bud and graft trees," etc. Now, 
Dennis Burk may not understand budding and grafting, 
and yet he may be perfectly competent to meet all the 
other requirements. In such case he may properly an* 
fiwer the advertisement, stating this exception — his inex- 
perience in grafting and budding — and the employer 
may decide to take Dennis, and leave this extra and oor- 
easional service of grafting to be performed by a nar> 
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serjman speciallj employed. But, if taking ^ care of 
horses " is the thing which Dennis cannot do, it would 
be useless for him to answer that advertisement, even 
though he could do extremely well all else required. 
The ** care of horses " being one of the essential require- 
ments of the advertisement, cannot be '* excepted '* or 
substituted for, however full and extensive the other ser- 
vice may be. 

To choose another illustration : A school Principal 
advertises for ''A teacher of Mathematics and Mental 
Science ; also, a teacher of English Literature, Elocu- 
tion, Calisthenics, and Vocal Music." Now, Miss Alice 
Wise may have superior ability to meet the requirements 
of number two except in Vocal Music ; but she may be 
able to substitute either Mental Science, or a part of the 
work in Mathematics. There is no impropriety in her 
writing to the Principal, as follows : 

•'Mr. 

" Principal op School. 

"Dear Sir: 

"Allow me to answer your advertisement which ap- 
peared in this morning's * Dispatch.' 

" I am qualified to assume the duties of the second 
teacher for whom you advertise, with the exception of 
Vocal Music. But if, in the grouping of the studies, it 
is possible to make an exchauge with some other mem- 
ber of the Faculty by which I could take Mental 
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Science, or assist in Mathematics, in place of Vocal 
Music, I should be glad to offer my services," etc. 

Since the grouping of branches, and the distribution 
of the same among the several members of the Faculty 
is an arbitrary matter (or, at least, defends on no fixed 
principle), it is probable that the Principal, if he is 
satisfied with Miss Wise's credentials, will very will- 
ingly re-arrange the groups of studies for the sake of 
securing so valuable a teacher as Miss Wise. 

But if Miss Wise cannot teach the required branches, 
and is unable to suggest an exchange that will make an 
equally good grouping, she must conclude that it is use- 
less for her to answer that advertisement 

Again : A lawyer in need of an office assistant adver* 
tifies, " Wanted — a type-writer and stenographer ; one 
who understands book-keeping," etc. 

Two applicants respond. Number One proves to be 
a mechanical expert in all three of the phases of re- 
quired work ; but he is so ignorant of law, and so dull- 
witted in logic that he is liable to make the most absurd 
blunders in putting together the sections of a brief, thus 
requiring constant oversight and frequent correction. 
Number Two proves unequal to book-keeping ; he is not 
so rapid a writer as his competitor ; but he has an intel- 
ligent grasp of an idea, and is consequently unerring in 
his " copy," and, in spite of his not being so expert a 
'* machine/' he is by far the more reliable assistant of 
the two. 
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The result is that the lawyer finally employs, not th< 
man who at first seemed to meet the very letter of his 
advertisement, but the one whose failure in one of the 
stated requirements is more than counterbalanced by his 
efficiency in other respects. And yet, Number Two 
would not have secured the situation if he had allowed 
himself to be discouraged by the last clause of the ad- 
vertisement — "one who understands book-keeping/* 
Confident of his ability to meet the leading demands he 
ventured to answer, stating what he could do ; thinking, 
no doubt, that " it can do no harm to try " — a hopeful 
motto that has cheered many an aspirant on to success. 

The general rule in answering an advertisement is to 
answer the advertisement, exactly as it stands. 
*' Wanted : a man to break stones on the road," should 
be answered by a man who just exactly wants to break 
stones on the road. None other need apply. But in 
complex cases, like those cited for examples, or in any 
case wherein the quality of the worker may prove as 
important a consideration as the quantity of his work, 
it is a nice point to discriminate between the essential 
and the incidental. Not to be able thus to discriminate, 
and to answer advertisements with intelligent sugges- 
tions may cost one the loss of a good opportunity when 
a little change in details might have resulted in a satis- 
factory contract between the parties. 

To be sure there are advertisers who would consider 
•uch suggestions an impertinence, and perhaps dismisi 
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the applicant with the curt information that they " know 
what they want, and desire no advice." But the ma- 
jority of experienced advertisers have learned that how- 
ever well they " know what they want," they are often 
compelled to take what they can get ; and, moreover, 
that in so doing they have occasionally stumbled upon 
some very desirable acquisitions in the way of " help." 
The applicant, too, must learn to adapt the kind and de- 
gtee of his services to — not always what he would prefer 
to do — ^but what he can get to do. Mutual concession, 
mutual forbearance are demanded in correlating one 
man's talents and another man's needs — not alone in 
social life, but in business compacts as welL 

EXAMPLES 

Note. — In answering newspaper advertisements it is 
well to clip the advertisement and enclose the clipping 
in the letter, or paste it on the top margin at the be- 
ginning of the letter. This leaves no question as to the 
identity of the advertisement answered ; and it saves 
many words of explanation in cases where the adver- 
tisement states many details. 

1. (Answering an adyertisement of a house to rent.) 

(Advertisement pasted.) 

(To rent, furnished, at Atlantic City, for February, 
March, and April, a cottage of seven rooms, near the 
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ooean-end of Kentucky Avenue. For terms and con- 
ditions, addre&s L 49, ** Press " Office.) 

189 North St 

Philadelphia, Pa., 
January 28, 1890. 
L. 49, "Press" Office : 

If the cottage referred to in the above advertisement 
is first-class in every respect, you will please send me 
further and definite information about it at once. 
Respectfully, 

F. D. Tallmak. 



2. (Answering an adyertisement for apartments.) 

(Advertisement pasted.) 

(Wanted to rent, without board, unfurnished, within 
five minutes* walk of the City Hall, three rooms, suitable 
for parlor, bed-room, and library, on first or second floor. 
Private house in quiet neighborhood preferred. A lib« 
eral rent will be paid for the right place. Unexception- 
able references given and required. Address, stating 
location, etc., G. 124, " Herald " Ofiice). 

119 K St. 

July 8. 1890. 
To G. 124, "Herald" Office: 

In reply to the above advertisement I offer the fol 
lowing rooms : 
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On the first floor, a double parlor (folding doors), 
suitable for parlor and library. 

On the second floor, front bed-room with bath-room 
adjoining ; also, a large clothes-press. 

Location, 119 N. St., within half a mile of 

the aty Hall. 

The house is owned and occupied by myself and 
family (three persons). Three rooms are rented as lodg^ 
ings to University students. No boarders. Neighbor^ 
hood eminently respectable. 

References: Judge E. B. Southey, of the Supreme 
Court; Mr. J. D. Trevalyan, teacher of Latin in Lang- 
don Institute ; Rev. Dr. Elmer, pastor of the Second 
Congregational Church. Equally good references will 
be expected from any one renting my rooms. 

Price for the rooms, one hundred and seventy-five 
dollars ($175.00) per month, including heating. Gas 
extra. 

The rooms can be seen after 9 A. m. on Thursday, the 
tenth instant, or after 7 p. m. on Friday, the eleventh 
instant. 

Thomas A. Caldwell. 



8. (Answering adyertisement for board.) 

(Advertisement pasted.) 

(One or two rooms wanted, with board, in a refined 
private &mily, for a lady and her daughter. Terms 
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moderate. Location must be within easy walking dis- 
tance of the Conservatory of Music. References. 
Address, Mrs. E. P. G., " Inquirer " Office.) 

No. 23 W. St., 



September 9, 1890. 

Mrs. E. p. G., 

"Inquirer" Office. 
Madam : 

I have two rooms to rent, with board, and think that 
my location and surroundings would be what you are 
seeking in your advertisement in this morning's " In- 
quirer." My rooms are genteelly furnished, and my 
table is first-class. I have five boarders at present, 
among them Rev. Dr. and Mrs. Stacy (of the West Side 
Presbyterian Church). The social atmosphere of my 
house is all that a lady of refined taste could desire. 

The price for the two rooms, with board for two, is 
eighteen dollars ($18.00) per week ; for one room, with 
board for two, the price is fourteen dollars (114.00). 
Call, or address, 

Mrs. Rebecca Haven, 

No. 23 W. St. 
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4» (Answeringr adrertisement for a book-keeper.) 

635 Jefferson St., 



April 6, 1891. 
Messrs. Smith, Brown & Co., 

No. 85 Washington St., 

Gentlemen : 

In response to your advertisement in the " Dispatch " 
of this date, I respectfully offer my services in the capa- 
city of book-keeper. I refer, by permission, to my re- 
cent employers, Messrs. J. D. Hatch & Company, of 
this city, with whom I have been for the past six years. 
Their retirement from business leaves me without a 
situation at present; hence this application. 
Awaiting your decision, I am 

Very respectfully yours, 
Richard White, 

No. 635 Jefferson St., 



S* (Answeringr an advertisement for a cook.) 

Wayne, Pa., 

May 14, 1890. 
Mrs. C. H. Gray, 

No. 320 Euclid Avenue. 
Madam : 
Seeing your advertisement for a good cook, I respect* 
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foUj oifer myself for the position. I make excelleiit 
bread, aud understand cooking meats, fish, and all kindv 
of vegetables, and am experienced in preparing and 
serving a large variety of desserts. 

Mrs. White, Mrs. Green, and Mrs. Black, three ladiep 
on Euclid Avenue, for whom I have worked by the 
day, kindly allow me to refer you to them. 
Very respectfully, 

Jane Potts. 



6. (Answering an adrertisement for a traveling sales- 
man.) 

(Advertisement pasted.) 

(Wanted — a capable traveling man to represent our 
business. Must be well acquainted with the cheese 
trade especially. Addre&s, 

Jay & Howard, 59 Delaware St.) 

No. 36 West Brown St., 

May 6, 1890. 
Messrs. Jay & Howard, 

No. 59 Delaware St., 

Gentlemen : 

The above slip I clipped from the '* Ledger " of this 
date. It meets my case exactly, and if you are not al- 
ready suited when this reaches you, I should like to 
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have jovL give me a trial. I have had an extended ex- 
perience with the cheese trade, and think I understand 
it as well as any man on the road. I formerly repre- 
sented Strong & Mild, the largest cheese dealers in 
New York city, but I discontinued traveling on account 
of failing health. My health is now restored, and I am 
ready to return to a line of business which I thoroughly 
understand. No vacancy at present exists at Strong & 
Mild's, but they have given me their cordial permission 
to refer to them. Also, I am permitted to refer to Mr. 
Warcer Moore, the Editor of the " Dairyman's Jour* 
nal," and the proprietor of one of the largest cheese 
&ctones in New York State. 

Hoping to make an engagement with your firm, I am 
Respectfully yours, 

Edward P. Fairfax. 



f • (Applying for a position a^ traveling salesman.) 

Concord, 

(Enclosmg stamp.) October 6, 1890. 

Messrs. Thurmak & Co., 

184 Market St. 
Gentlemen : 

Your former salesman, Mr. J. D. Hope, in whose store 
in Concord I have spent one year as clerk, has been 
kind enough to suggest that I should apply to you for a 
position as traveling salesman. I am anxious to gain 
the experience and the acquaintance with trade which t 
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jrear or two of traveling gives ; and Mr. Hope assures 
me that he can cordially recommend me to you on trial 
Of course I can claim no experience, but I am ready to 
do the best that I can, and use the common sense that is 
needed everywhere, at home, or " on the road." If you 
will give me a trial, at living wages, I will gladly under- 
take it for as low a figure as can reasonably be ex* 
pected. 

In case you think favorably of the idea, Mr. Hope 
will write to you, more particularly stating his judg* 
ment of my ability. 

Very respectfully yours, 

Marcus D. Carev. 



8. (Applying for position as saleswoman in a store.) 

Martin St., 



St. Paul, Minn., 
April 23, 1891. 
Messrs. Eliot & Tract, 
Betail Dry-Goods, 
St. Paul, Minn. 
Gentlemen : 

Having recently come to St. Paul to reside, I am 
anxious to secure a position as saleswoman in a dry* 
goods store. Will you kindly tell me if there is any 
prospect that you will be able to give me employment? 
For a year past I have been employed at G — & 
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Company's, in Chicago ; at the glove counter for dx 
months, and in the lace-goods department the rest of the 
time. I refer without hesitancy to Mr. Halberd, General 

Manager for G & Company, Chicago, Illinois. 

Respectfully yours, 

(Miss) Ellen G. Ames. 



9. (Teacher's application for a district-school.) 



Farmington, 



(Enclosing stamp.) August 24, 1888. 

Mr. William B. Tracey, 

Chairman of the Board of School Trustees, 

Farmington, . 

Dear Sir: 

I understand that the " Oakland " School is without 
a teacher for the ensuing term ; and I desire to apply 
for the position. 

I graduated from the High School of Exete^, in the 
class of '87, and have taught one year in the Exeter 
Grammar School. The trustees of Exeter township 
have sent me a kind testimonial of my success in teach- 
ing last year, and I also have a letter of introduction 
from Professor H. D. Harmon, Principal of the High 
School. My references in Farmington are my uncle, 
Mr. David R, Hope; and Mrs. E. G. Phillips. 
Respectfully yours, 

(Miss) Emily R. Porter- 

6 Digitized by V^OOQIC 



82 i;eiteb writino 

10. (Teacher^B applieatioii for a High School positioiu) 

Cbaneville, 



(Enclosmg stamp.) November 11, 1890. 

DiL R. P. CONOVEB, 

Fresident of the Board of Education, 

CBANEVnXE, . 

Dear Sir: 

I understand that the resignation of Miss Frances B. 
Lang leaves the Junior Class of the High School with^ 
out a teacher. I would respectfully apply for an ap- 
pointment to fill the vacancy. My experience in teach- 
ing extends over a period of six years, during which 
time I have had charge of classes in the Grammar and 
High School departments in the Portland schools. 

The enclosed letter is a copy of the testimonial pre^ 
sented to me by the Superintendent of Public Instruc- 
tion at Portland, prior to my removal from that city to 
Cranevill«>. 

Very truly yours, 

Anna L. Goodwin. 

(Letter enclosed.) 

Portland, 



June 18, 1890. 
To Whom it may Concern : 

With more than ordinary pleasure do I testify to th« 
ability and scholarship of Miss Anna L. Goodwin, wht 
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has for six years successfully instructed classes in our 
Portland schools. Her removal from this city is a 
matter of regret to all connected with the schools. I 
cordially recommend her to any one who may desire to 
■ecure a reliable and accomplished teacher. 

James O. Lawrence, 
Supt. of Schools, 
Portland, 



11. (To a Fablislier of Sabsoription books, applyinsr for 
an agency.). 

M , K J., 

May 12, 1890. 
The Excei^ior Publishing Co., 

St., 

New York City. 
Gentlemen : 

Will you please send me your circulars relative tc 
"The People's Encyclopaedia," stating your terms to 

agents. Also inform me whether the territory of G • 

township in New Jersey is taken, as in case the field 
is open I wish to apply for the agency to canvass for 
your Encyclopsedia in that locality. 

Respectfully yours, 

John W. Walker. 
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12. (Applying for position of Copjist in Title Company.^ 
Nal84 W. St., 

(Enclosing stamp.) February 6, 18— 

Mr. Henry L. Morlet, 

President of the Tide and Trust Co., 



8ir: 

I would respectfully apply for a position in the oflSce 
of your Company. 

I have had some experience in the business and un* 
derstand the requirements of the position, having been 
for six months employed at the Real Estate and Title 

Company of H , to which Company I am permitted 

to refer. 

In case of a vacancy in your office will you please 
consider me an applicant for the place ? Mr. L. J. 
Bowers, and Mr. Philip S. Titus, stockholders of your 
Company, have assured me of their cordial endorse" 
ment. 

Very respectfully yours, 

(Miss) Elizabeth M. Iters. 
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13* (Stenogrrapher and Tjpe*writer; inexperienced,) 
(Enclosing stamp.) Newton, Clay Co., , 

May 7, 1890, 
Messrs. Roberts & Smith, 

Counselors-atrLaw, 

Newton, • 

Gentlemen: 

I have just returned home after completing a course 
of five months at the School of Stenography and Type- 
writing in Extonville. I have mastered the theory, and 
I am now chiefly anxious to secure regular and system- 
atic practice. 

I am told that you have at times lately called in the 
aid of a stenographer and type writer ; and I have been 
advised to ask you if you could give me the opportunity 
that I need for practice, as assistant in your correspond- 
ence, etc. I would accept a merely nominal salary for 
six months for the sake of having the daily drill in the 
work. 

My address is as above. 

Respectfully yo jrs, 

Franklin E. Bell. 
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14. (Stoiograplier and Tjpe- writer; experienced*) 

East Hampton, , 

August 6, 1891. 
Messrs. Bice & Co., 

YONKEBS, N. Y. 
Gentlemen : 

I beg to answer your advertisemeot for an experienced 
stenographer and type-writer^ which appeared in the 
* News " and the " Times " of this morning's date. 

I have had the requisite experience and success to 
warrant me in offering myself for the position. I pur- 
sued the course in stenography and type-writing at the 
College of Commerce, in Philadelphia; and since then 
have spent three years, exclusive of brief summer 
vacations, at my "Remington." The past year — ^for 
domestic reasons — I have been doing at home special 
work for different oflBces ; but I wish to resume work in 
September with one employer, and on stated salary. 

In short-hand I have no difficulty in following the 
most rapid dictator, and my speed with the type-writer 
is above the average. 

The salary which you offer is less than I should be 
willing to accept permanently, but I am willing to take 
a fair trial to prove my skill worthy of a better remu- 
neration. 

Yc'irs trjly, 

(Miss) Isabel O. Clabk. 
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Orders, Requests, Offers, etc 

An order is the briefest and most dispassionate of 
aU business correspondence. Requests and offers 
are sometimes merely orders couched in more deferential 
phrasing. Again, in other cases they approach the idea 
of favors asked or conferred. The style should be more 
or less formal and brief according to the motive and 
spirit of the message. 

EXAMPLES 

!• (Ordering a state-room.) 

Newfield, New Jersey, 
November 15, 1890, 
Wm. p. Clyde & Co., 

General Agents, 
The Clyde Steamship Co., 

5 Bowling Green, New York City. 

Gentlemen : 

Please reserve on the Steamship Iroquois, sailing for 
Jacksonville, Florida, on November 24, a lower berth in 
the most desirably located deck state-room that is avail* 
able; and send the number to 

Mna L. J. SPENCERy 

Newfield, 
New Jersey. 
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2. (Ordering a sleeping-car section*) 

Salem, New Jersey, 
January 16, 1891. 
Ticket Agent, 
Pullman Car Co., 
Broad Street Si^ation, 

Philadelphia, Pa, 
Dear Sir: 

Please reserve a desirable section in the Pullman 
sleeper for Chicago, on the Fast Line (11.40 A. m.) on 
January 19, 1891 ; and hold the sime for 

John D. Lester, 
Salem, 

New Jersey. 



S« (Ordering ticlLets for the opera.) 

Woodbury, New Jersey, 

April 18-, 

Clerk of Box Office, 

Chestnut Street Opera House, 

Philadelphia, Pa. 
Please send me three tickets reserving seats in the 
first (or second) row, balcony centre, for Thursday even- 
ing, April (II Trovatore); for which you will find 

enclosed six dollars ($6.00). 
Address 

George D. Hess, 
Woodbury, 

New Jersey. 
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4* (To Pablishers, ordering books.) 

SUNBURY, Pa., 
February 17, 1891. 
Messrs. Houghton, Mifflin & Co., 

Boston, Mass. 
Gentlemen : 

Please send to my address the following named books 
from your catalogue of recent publications : 
Over the Teacups (O. W. Holmes), $1.50. 
Strangers and Wayfarers (S. O. Jewett), $1.25. 
I enclose a postal note for two dollars and seventy- 
«re cents ($2.75). 

Very truly yours, 

John H. Brown, 

SUNBURY, Pa. 



5* (To a merchant, ordering dry-goods.) 

Langhorne, Pa., 
March, 18, 1890. 
John Wanamaker, 

Thirteenth and Market Sts., 
Philadelphia, Pa. 
Please send by express, C. O. D., the goods naihed in 
i;he following list : 

Twenty yards of shirting (York Mills). 

One piece (55 yards) of best bleached sheeting 

One piece (40 yards) of 6-4 sheetings 
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One dozen linen towels, 5-4 length (as advertised at 
13.00 per dozen). 

One pair of all-wool blankets (advertised at $9.50). 

One pair of scarlet wool blankets (advertised at 
13.75). 

To be sent to the address, 

Mrs. J. D. Elliott, 
Langhorne, 
Pa. 



6. (Order to a Oroeer.) 



St., 



Philadelphia, Pa., 

January , 1890. 

MrrcHELL & Fletcher, 

Twelfth and Chestnut Sts. 
Please fill the following order, and deliver at -^ — 

St. before 3 p. m. to-day. 

Mrs. R. J. Ebbtivb. 

List: 

1 lb. best Oolong Tea. 
7 lbs. Granulated Sugar. 

1 Pine-apple Cheese (large size). 
3 cans French Peas. 

2 boxes best Sardines. 

1 two-lb. box Graham Wafers. 
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7. (Market order.) 

R. J. McPherson, 

Market, Tenth and Statb Sia 

Order : 

Best Rib Roast (5 or 6 lbs). 

Sirloin Steak (IJ lbs). 

Two dozen Oysters (Bine Points). 

Three heads of Lettuce. 

i peck of Tomatoes. 

1 basket of Early Rose Potatoes. 

4 quarts of Strawberries, 

To be delivered at 116 West St., by 12 

o*cIock noon. 

By order of 

Mrs. Ralph Philpot. 



8. (Order to a Florist.) 

15 Lexington Terrace, 



March 26, 1891. 
C. B. Florimel, 
29 Gates St. 
Please fill the following orders, to be delivered aftei 
4 P. M., on Easter Even, March 28. 

(1.) One dozen Perle de Jardin Roeet. 
One dozen Bennett Roses. 
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One dozen Bride Roses. 

Two dozen Lily of the Valley. 

To be sent to Miss E. J. Pierpont, 29 Raybum St. 

(2.) One dozen White Hyacinths. 
Ten dozen English Violets. 

To be sent to Miss L. K. Stroud, 104 Lake St. 

(3.) Two stalks Bermuda Lily (of not less than four 
blossoms each). 

To be sent to the Misses Lockhart, 74 East Tremont 
Place. 
Place in each box one of the enclosed cards. 
The bill for the entire order to be charged to my ac- 
count. 

Respectfully yours, 

Melville Tracy. 



9. (Order for a Carriage.) 

Thomas McNamara, 

Livery Stable, Fifth and Rand Sts. 

Mrs. J. D. Morehead desires a coup^, with a careful 
driver, sent to her door at 10 A. m. to morrow ; to be At 
her disposal for shopping until 1.30 p. m. 
15 LoRiNG Place, 

Wednesday, January 14, 1891. 
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10. (To a Carpet-cleaningr Works, orderingr work to be 
done.) 

818 &r., 

Pa., 

May 15, 1890. 
Excelsior Steam Carpet Cleaning Works, 
15 Lafayettf St. 

Please call at the above address for the several car- 
pets mentioned below. I wish them to be thoroughly 
cleaned, and returned by the 18th instant, if possible. 

If you cannot have them done by that date, will you 
at least guarantee their return by the twentieth ? and 
oblige 

Edward P. Ritchie. 

List: Carpets to be sent to the Excelsior Steam 
Carpet Cleaning Works. 

1 Wilton (57 yards). 

1 Body Brussels (64 yards). 

1 Ingrain (47 yards). 

1 Tapestry (38 yards). 

1 Wilton Rug (4x2i yards). 
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11. (To a Postmaster^ reqnestingr the forwardingr ol 
maU.) 

194 Court St., 
Richmond, Va., 
June 6, 1890. 

To THE POSTMASTEB, 

Richmond, Va. 

Please forward any letters that may come to the ad« 
dress of Miss Mabel J. Stephens, 194 Court St., Ricb» 
mond, Va., as follows : 

Until June 27, to The Dennis, Atlantic City, N. J. 

After June 27, to Noyes' Beach, Rhode Island. 



12. (To the Publishers of a magrazine, announcing^ m 
eliang^ of address.) 

Portland, Maine, 

June 10, 18—. 
The Century Company, 
Union Square, 

New York City. 

Please change the address of my St, Nicholas from 
No. 184 West Lyons Street, Portland, Maine, to No. 461 
Jefferson Avenue, Detroit, Michigan ; and oblige 
Yours truly, 

John C. Haydew. 
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13« (To Publishers, snbscribiiiflr for a periodicaL) 

Peoria, Illinois, 
December 15, 1890. 
Messrs. Harper Brothers, 
Franklin Square, 

New York City. 
Gentlemen : 

I hereby renew my subscription to Harper* 8 Mdganns 
for the year 1891. 

I also subscribe for Harper^s Weekly for one year, be- 
ginning with January 1, 1891. 

Enclosed please find a Money Order for eight dollars 
($8.00), the amount of the two subscriptions. 
Respectfully yours, 

(Mrs.) Jane L. Comstock. 



14. (To an influential citizen, aslLing for a letier of in< 
trodaction.) 



May 16, 18—. 
Hon. Samuel Rowe, Sen., 

Cortlandt St. 

Dear Sir : 

Will you grant a favor to the son of your former em« 
ployee, John D. Rush? I propose to canvass your 
county to introduce a new patent reaper and binder. I 
am a stranger in that part of the State, and I ahould 
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be greatly obliged if jou would give me a latter of in* 
troduction to some prominent farmer in the county, 
whose patronage and influence would be valuable to me 
at the outset. I am sure that a letter from you would 
give me the best pos3ible introduction among the far- 
mers of your district ; and if you will favor me thus, I 
shall greatly appreciate your kindness. 
With respect, I am 

Very truly yours, 

John D, Rush, Jb 



15* (To a iHNisekeeper.) 

The Traymore, 
Atlantic City, N. J., 
July 10, 18—. 
Mrs. Dumont : 

My family unexpectedly have decided to return to 
Philadelphia on the 15th, to remain one week before 
going on to Lake George. Will you see that the hous« 
is opened and aired, and the sleeping rooms made com- 
fortable for the time, and also notify Maria Duffy to be 
on hand in the kitchen. If Kate McVoy is not within 
reach, you can employ a chamber-maid of your own 
choosing; temporarily. 

The hangings need not be put up, nor the furniture 
uncovered ; but let the rooms be made as cheerful as po* 
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Bible without disturbing the summer arrangements. Let 
all be in perfect order before we come, as I do not wish 
Mrs. Lester to be annoyed by any cares during her brief 
stop at home. 

Yours truly, 

Stephen €• Lester. 



16. (From a laundress to her employer. Sent by a meg* 
tenger.) 

45 Jones' Court, 

Philadelphia, Pa. 
Mrs. John Langton, 

1414 St. 

Madam : 

I am sorry to say that on account of the bad weather 
every day this week I have not been able to get your 
washing dried until today ; and it will not be possible 
for me to do all of the ironing in time to send it home 
to-night. I will try to iron the tablecloths and napkins ; 
and if you will send me word if there are any pieces 
that you particularly want to-day, I will try to do them 
also. 

Respectfully, 

Sarah Johnson. 
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17* (Offerliig ftimiturey etc, at private sale.) 

— Lexington Ave., 
. New York City, 

' March 28, 1890. 

Mrs. M. W. Reeves Harrison, 

— West St., 

New York City. 
Madam : 

Owing to decliniug strength I am about ^ving up my 
first-class boarding-house, and shall sell at auction all of 
my household goods — including carpets, furniture, hang- 
ings, pictures, china, household utensils, etc. — that are 
not disposed of at private sale before the twenty-fifth of 
April. 

Hearing that you are contemplating taking a larger 
house after May first, to meet the growing demands oi 
the boarding department of your school, it occurs to me 
that you might like to secure some of my furnishing 
goods, most of which are practically as good as new. 
Of course, you would not be willing to buy at public 
auction ; but my ofier gives you the practical benefit of 
auction prices without the disadvantage of having your 
house appear to be furnished at second hand. 

The piano, a Weber, cost five hundred and fifty dol- 
lars ($550.00), but will be sold for three hundred dollars 
($300.00). A refrigerator of superior grade, suitable 
for your large establishment^ wUl be sold tor one-half 
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what it cost one year ago. Other things will be marked 
at proportionately low figures. 

If you wish to avail yourself of this chance to secure 
desirable goods at a bargain, please let me know. The 
list for the public sale will be made out by April fif- 
teenth; and any private sales contemplated must be 
effected before that date. You may call to examine the 
fumitare, etc., any day between nine and eleven o'clock 

Very respectfully yours, 
(Mrs.) Jeannette C. Robbins 



18» ITo an acquaintance asking for a loan of money.} 

Summit, New Jersey, 
July 6, 1881 
Mr. Jacob Truax, 

Orange, New Jersey, 
Dear Sir: 

You may have heard of the double misfortune that 
has befallen me. The destruction of my dwelling by 
fire was swiftly followed by an accident that left me 
with a broken leg. I am therefore temporarily homeless 
and disabled. It will be several weeks before I can 
reasonably hope to get back to work. Meanwhile I 
have debts and current expenses to meet, with very little 
cash in hand. Will you help me over the hard place 
by loaning me one hundred dollars ($100) for three 
months ? 
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I shall receire the amount of the insurance on rsij 
house within a week or so, and I shall return to my re- 
gular business as soon as I can walk once more. 

John L. Sparks is willing to endorse for me ; and in 
case you wbh further security I am satisfied that Daniel 
Brown, also, would allow me the use of his name. 
Very respectfully yours, 

Peteb L. Harmon. 



19. (To A delinqnent debtor.) 

Raymond, , 

April 10, 1889. 
Mr. Charles M. Rice, 

jonesville, •. 

Dear Sir : 

I have written to you twice recently in reference to 
the five hundred dollars ($500) which I loaned to you 
on October 5, 1888, nearly six months ago. 

You will recall the conditions under which that loan 
was made. I told you that I needed the money to carry 
on my own business, but consented to lend it on your 
promise to refund it in thirty days. I think I also said 
that in case you found it difficult to pay within thai 
time, I would, at some inconvenience to myself, extend 
the time to sixty days. This was six months ago. • 

I need the money, and shall myself be compelled to 
borrow unless you remit the amount to me at once. 
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Please let me hear from you on your receipt of this, 
1 have had no response to what 1 have heretofore 
written. 

Respectfully, 

Robert Notes. 



20. (From a debtor^ explainingr delay in payment.) 

Brunswick, Maine, 
July 7, 1889. 
Mr. D. E. Allan, 

Bar Harbor, Maine. 
Dear Sir: 

My note for one hundred and seventy-five dollars 
($175), payable to you, falls due on next Wednesday. 
Up to this morning I had fully expected to be able to 
pay it in full. But the failure of Quip & Company, 
who were to have paid to-day the balance on their re- 
cent purchase of my State Street store property, leaves 
me without any prospect of available funds this month. 
By the first of August matters will doubtless be ad- 
justed ; and I can assure you that one month's delay 
will be all that you will suffer through my present em- 
barrassment. 

Please advise me if you can permit the delay without 
inconvenience. If not, I will make an efibrt to borrow 
the money to pay the note. But if agreeable to you, 
I prefer to let the obligation rest as it now stands. 
Sincerely yours, 

Paul M. Elink 
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21. (To A negligent agent, haying cliarge ot a renteii 
house.) 

95 Western Avvnue, 
Trenton, New Jersey. 

Mr. B. C. Davis, Agent, 

184 Clark St. 
Sir: 

The hot-water pipe in the bath-room at 95 Western 
Avenue is leaking badly this morning, and requires 
prompt attention. The faucets, also, all over the house, 
are more or less out of order, as I think I told you last 
Friday, when I paid the rent for the quarter ; and if I 
remember correctly, you promised to see to it at once. 
I shall be at home all day. Please send a plumber with- 
out delay. 

Respectfully, 

(Mrs.) Julia R. Field. 
Thursday, April — , 18 — . 



22. (To the same.) 

95 Western Avenue, 
Trenton, New Jersey. 
Mr. B. C. Davis, Agent, 

184 Clark St. 
Sir: 

It is four days since I sent you a message about some 
necessary repairs to pipes, etc., in this house; and no 
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.^^KiDse has been made. We have expressed our will- 
ingness to wait until the first of May for the re-papering 
of the parlors ; but a matter so important as the repair 
of leaking pipes cannot be delayed without serious dis- 
advantage to the house as well as to the tenant. 

I trust that I may not be compelled to remind you of 
this again. 

Respectfully, 

(Mrs.) Julia R. Field. 

Monday, April — , 18 — . 



23. (To the same.) 

95 Western Avenue, 
Trenton, New Jersey. , 
Mr. B. C. Davis, Agent, 

184 Clark St. 
Sir: 

Your continued neglect of so plain an obligation as 
the decant repair of a house, rented at a rate that should 
guarantee a perfect condition of the premises, has con- 
vinced me that it is useless for me henceforth to rely 
upon your agreements ; and I therefore relinquish the 
premises 95 Western Avenue from date. The keys will 
be sent to you by a messenger this afternoon. 

(Mrs.) Julia R. Field. 
Friday, April — , 18—. 
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24. (To the Chief of Police, entering a complaint.) 
294 West Lake St., 



July 16, 18—. 
To THE Chief op Police, 



Sir: 

It becomes necessary for me to call yonr attention to 
a phase of annoyance and danger to which we have been 
subjected for some time past, and without any e£icient 
effort on the part of the police to meet the case. I refer 
to the firing at random of small pistols in the hands of 
small boys, usually in alley-ways and back-yards, to the 
detriment of property and the imperilling of life. This 
is a matter of frequent occurrence. Twice within two 
weeks have tiny bullets come singing into my sitting- 
room window — the last one, yesterday, shivering a pane 
of glass and coming within six inches of my face as it 
fell to the floor. 

When the first case occurred I notified the policeman 
on this beat ; but he was not able to identify the boy 
who carried the pistol, and there the investigation ceased. 

But I consider it time for a more vigorous campaign 
in the interests of personal safety ; and to this end I 
refer the matter to you. I shall not consider m^ sitting- 
room a safe resort for the family until some decided 
measures are taken to suppress the toy pistol. 
Respectfully, 

(M|28.} Catherine Q. Ifmo^ 
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85. (To the Oas-Ligrht Companj— vpini learingr a rented 
house.) 

95 Western Avenue, 

Trenton, New Jersey, 
April — , 18— 
The Trenton Gas-Light Co., 

St. 

I shall vacate the house No. 95 Western Avenue, to- 
morrow. Will you inspect the meter, and present the 
gas-bill to date. 

Respectfully, 

(Mrs.) Juua R. Field. 



26. (To A Oas-Llgrht Company^ eomplainhigr of tht 
meter.) 

19 Colby St., 

Clayton, , 

March 7, 18—. 
The Clayton Gas-Light (Company, 
Fifth and Dean Sts. 
The meter on these premises is surely defective. In no 
other way can I account for the astouishiDg variation in 
the registration of gas consumed from month to month ; 
especially since the largest bill presented this quarter is 
that for the month of July^ when the absence of the fam- 
ily for two weeks, and the consequent closing of the house 
for that time, should have resulted in a diminished ex- 
pense for gas. I have had occasion to make a similar 
complaint once before. 
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I shall defer paying any more billi estimated by this 
.neter until it has been inspected and its mistakes recti- 
fied. 

Very respectfully, 

John D. Coultbb. 



27. (To a teacher of Elocntion, applying for lessons.) 

49 Spencer Avenue^ 



March 18, 18—. 
Dear Sir: 

Can you give me a few private lessons on ** Herv4 
Kiel**? I am preparing this selection for the High 
School contest in declamation, and I should be glad to 
profit by your able criticisms. 

I could take the lessons any afternoon at four o'clock * 
or any evening, except Wednesday, after seven o'clock. 
Respectfully yours, 

Charles E. Hunter* 
Professor D. Garrick Jones, 
— — Institute. 



28. (To a teaeher of Elocution^ asking for lessons.) 

Jacksonville, Illinois, 

February — , 1891. 
Madam: 

Having been for several years an entbuidastiostadeni 
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Or iA«^.««»ureand dooutioiiy I am desironi now to ad- 
vance still further in the science and the art of ex- 
pression under a preceptor so gifted and accomplished 
as yourself If you can find time to admit another 
pupil from your ever-crowded list of applicants, may 
I be that oneT 

It would be my wish to devote my whole time to the 
study and the practice ; and I would leave it to you to 
decide what number of lessons per week I could under- 
take with advantage. 

Your circulars having given full information as to 
your terms, I would simply say that the financial side oi 
the question is perfectly satisfactory to me. 

Will you kindly inform me whether you can give me 
the lessons ? I would rather not go to Chicago until I 
know that no disappointment awaits my cherished plana 

Believe me with great respect 

Sincerely youvi, 

Grace Del Sartb. 

Mrs. Fanny Kemble-Smith, 
The Auditorium, 
Chicago, 
Illinoib. 
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29. (Td a literftry erltle^ submittiiif a manuscript fim 
•orreetkNu) 

Lexington OqbnebS} 

9 N. T., 

September 4, 1889. 

Professor James L. Spear, Ph. D., 
Literary Departmenty 
Conservatory. 



-, N. Y. 



Dear Sir: 

I have just completed an essay on the imVlecty ^ Im* 
migration ; its Advantages and its l^erils^" which I wish 
to send to the "— — Review " for pubUcatioP ; but de^ 
siring it to be absolutely correct in langua^ avd style 
before it goes to an exacting editor^ I write to ask the 
privilege of sending the manuscript to you for carefui 
criticism and revision. 

If you will accept the task, I will cheerfully pay what 
ever fee you may name as the just price of such labor. 

Respectfully yours^ 

JoHV Qunx Fiasns. 



dbyGoogk 



LETTER WRITINa lOD 

SO. (To an Editor, offering an article for pablicatlon*) 
Stillwater, Minnesota, 
Jime 16, 1889. 

To THE Editor, 

"Pioneer Press,'* 
Sto Paul, Minh. 
Dear Sir: 

I send herewith an article entitled, " June Rambles 
through the Lake States," which I offer for publication 
in the weekly edition of the " Pioneer Press." 

The article was written up from the notes of a journal 
kept while the writer was making precisely that kind of 
a " June ramble ;" and I trust that it is sufficiently true 
to life and " local color " to commend it to your Literary 
Editor. 

If the contribution is acceptable, will you kindly 
notify met 

If you are in the habit of paying for articles of thb 
character, your regular rates for the same will be ac- 
ceptable. 

Respectfully yours, 

Bute Rambler. 
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SI* (Fnmi a Ljcenm Committee^ engaging a lecturer.) 

Laureldale Court House, 

Co.. . 

January 6, 1889. 
Rev. E. p. Livingstone^ D. D., LL. D., 

Albany, New York. 
Dear Sir; 

On behalf of the Society for Ethical Culture, in thia 
town, we have the honor to address you, with the request 
that you will at an early date deliver before our Society 
your admirable and popular lecture on " Robert Burns.* 

In the event of your acceptance, we are prepared U 
pay our regular lecture fee of fifty dollars ($50.00). 

It would harmonize with our standing appointments 
to assign one or another of the following dates for the 
lecture : January 17, February 4, or February 27 ; but 
if none of these dates is compatible with your other en« 
gagements, we will endeavor to accept any date that you 
may choose between now and the first of March. 



Very respectfully yours, 

John L. Rice, 
W. D. Spooner, 
Elias M. Farnham, 



CommiUee, 

I by Google 
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Letters of Seeommendation. 

A letter of recommendation rests its value on two es* 
aential conditions : 

First: The writer must be a person of character and 
standing, whose opinion can be relied upon as authori- 
tative ; and who is in a position to know whereof he 
speaks, and thus judge correctly the merits of the per- 
son whom he recommends. 

Second : His letter must be stamped with the impar- 
tial candor of a judicial mind. However cordial his 
commendations may be, it must never appear that the 
desire to further a friend's interests supersedes his sense 
of what is due to the third party — and, perhaps most 
important of all, due to himself; for in no way can a 
man so quickly destroy his own reputation for sound 
judgment as by giving indiscriminate letters of recom- 
mendation. It is going quite beyond the requirements 
of the golden rule to build up another's claim to credit 
at the expense of one's own. Kind-hearted people often 
do themselves this incalculable injury rather than refuse 
a request of this nature. A dread of the embarrassment 
of refusing is the lash under which many an unwilling 
" testimonial " is written. Unfortunately, the one whose 
self-respecting dignity is not equal to this crucial test 
will soon have frittered away what little capital he ever 
possessed in the way of public confidence in his critical 
ability. It may sometimes require tact to refuse without 
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personal unkindness; but if a man has made his opin< 
ions really valuable by habitually endorsing only thai 
which is intrinsically meritorious, he is not likely to be 
besieged by triflers. Superficial or dishonest people 
know instinctively that they would gain nothing by ap- 
plying to him; they will turn their hopeful faces to some 
more "generous" person — well so-styled, in that his 
ready praises are entirely a gratuity. 



1« (Becommending a cook.) 

To Whom it may Concern : 

The bearer of this, Eliza Snow, has been employed by 
me for over a year ; and I can unhesitatingly recom- 
mend her as a capable cook and a reliable woman. 
During the time that she has been with me it has never 
happened that any meal was behind time or poorly 
served ; and I have never yet gone into the kitchen 
when it was not in a clean and orderly condition. Her 
chief ability is in cooking meats, vegetables, and various 
kinds of bread. I have usually attended to the desserts 
myself, from choice; but Eliza has shown sufficient 
knowledge of this department also to satisfy me that 
she would be competent to take entire charge of the 
cooking if it were desired. I have found her invaiu- 
able, and part with her now only because I am aboui to 
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close my house and depart on an extended Western 
tour. 

Mrs. Ferdinand J. Elliott. 
14 Dr Land Place, 



May 15, 1890. 



2. (Becommendlngr a laundress.) 

The Summit House, 



August 1, 1890. 
To THE Guests of the Summit House, and 

Others: 

I have been a guest of this house for eight successive 
summers; and during the months of my sojourn here 
each year my laundry work has been given into the 
eare of Dinah Sinclair. In all this time I have not 
lost a single garment through carelessness or rough usage 
at the laundry. I am perfectly satisfied with her work, 
and consider her charges reasonable ; and I recommend 
her to any of the guests of the house, or others, who 
may be looking for a reliable laundress. 

Mrs. Edmund G. Sterling. 



8. (Reeommendlngr a woman for general honsework.) 

I take pleasure in recommending Esther Janney as a 
capable woman for general housework. While in my 
employ her duties were chiefly those of cook and lautt 
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dresSy myself and daughters attending to the other 
housework for our family of seven. But in a smaller 
household I have no doubt that Esther would be per- 
fectly able to do all the work. An invalid lady desiring 
exemption from the task of overseeing her house would 
find Esther an excellent care-taker. 

Mrs. John D. Spenoeb. 
95 Stevens St.^ 
June 7, 1890. 



4* (Recommending a dress-maker.) 

94 Cortland St., 



March 11, 1890. 
To THE Ladies op Newton and Vicinity : 

Miss Janet Sparks has been for one year employed at 
my dress-making parlors in this city, and has been thor% 
oughly instructed in the art of the cutting, fitting, and 
draping of gowns, according to the most approved sys- 
tems of London, Paris, and New York. She has shown 
remarkable natural talent for her work, and an artistic 
taste that makes her especially successful in adapt- 
ing styles and colors to different forms and complexions. 

As she is about to locate in Newton to open business 
for herself, I cordially introduce her to your favorable 
notice, and grant her the privilege of referring to me at 
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au times when it may further her success in reaching 
desirable patronage. 

Madame J. E. Montford-Martel, 
Proprietor of the 

Emporium of Fashious, 



5. (Recommending a bookkeeper.) 

Broadway, N. Y., 

December 15, 1890. 
Mr. Franklin B. Story has been one of the book- 
keepers employed by this establishment as assistant dur- 
ing our busy season. We have no vacancy at present 
that would make it possible for us to offer him a per- 
manent position with us, but we can give him our 
heartiest recommendation to any house having such a 
vacancy to filL Mr. Story has but recently graduated 

from the Business College, and his practical 

work thus far has been desultory, being maiuly such as 
we ourselves have given him ; but he has manifested the 
qualities that distinguish a good accountant, and his 
recent work, under Mr. J. R. Dawes, our expert, has 
been an excellent test of his acumen. We therefore be- 
speak for him a hearty recognition among our brother 
merchants and bankers. 

Remington & Yates, 
Wholesale Dry-Goods. 

Digitized by V^jOOQIC 



116 X«ETTEB WRITINO 

•• (TestliRanial to a nmsie-teaclier.) 

Conservatory op Music, 

June 10, 1890. 
It afibras me pleasure to add to the diploma of the 
Conservatory my personal testimonial to the genius and 
accomplishment of Miss Alida J. Cummings, whose re- 
cent graduation from this institution was marked hy 
such brilliant success as a concert pianist 

It is Miss Cummings' intention to teach the piano- 
forte. J am happy to say that her method is perfectly 
correct, her technique second to none ; while her sym- 
pathy with her pupils, and her power to inspire them 
with enthusiasm in their study of music will make her 
a rarely valuable and successful teacher. 

I predict for her a brilliant future, not the least lustre 
of which will be the loyal and constant appreciation of 
those who are so fortunate as to become her pupils. 
Carl Fitzenmeyer, 
Supt of Musical Department, 

— Conservatory, 

7. (To mannflActiirers, recommending a '^sweeper,'') 

To THE Manufacturers op 

THE Patent Sweeper, 

> ■• 
Gentlemen: 

I have used your Patent Sweeper for three years, and 

can recommend it as poss^ing all the advantages which 
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you daim for it. SiDce I bought the sweeper, my car- 
pets have rarely been swept with a common broom — 
except that a stiff whisk broom was used in narrow and 
inaccessible corners — and I never have had cleaner car- 
pets, less dust, and fewer moths than during these three 
years. I would not attempt to keep house without se- 
curing a Patent Sweeper among the first of my 

household utensils. 

Respectfully, 

(Mrs.) Celia GoLD^fiG. 



8* (Recommendfng a coachman and gardener.) 

Gramercy Park, 

New York, 

AprU 15, 1830. 
Mr. John B. Lawton, 

Broadway. 

Dear Sir : 

The sale of my country-seat on Long Island— which 
I have suddenly determined upon — will throw out of 
employment my excellent coachman and gaidener, 
Thomas O'Brien. I am desirous of securing liim an- 
other equally good situation, and I therefore recommend 
him to you. He is strictly sober and steady, and though 
middle-aged, is hearty and strong. He understands the 
care of horses, and is an excellent vegetable gardener, 
and able to take all ordinary care of the lawn and 
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shrubbery. (The conservatory and flower beds are in 
charge of a neighboring florist) 

If you need a coachman at your place in Orange you 
cannot do better than to employ Thomas O'Brien ; or, 
in case you do not need him yourself, you will confer a 
favor by mentioning him to any of your acquaintances 
who are in need of a competent man. 

Very truly yours, 

Benjamin P. Truitt. 



9. (Recommending an office-boy.) 

49 Raymond St.. 



June 24, 1890. 
Messrs. Ware & Wise, 
Attorneysat-law, 
16 Commerce St. 
Gentlemen : 

The bearer of this, Rufus B. Jennings, is anxious to 
secure a place in your office as errand boy and to make 
himself useful during the summer vacation. He has 
been a pupil of mine during the past year, in the Fifth 
Grade, in the Lincoln School, and his rank in lessons 
has been excellent, and his deportment as good as can be 
demanded of a live boy of eleven years. Though full of 
)ife^he is obedient and sensible in his ideas of duty, and 
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I think you would find him a trustworfhy boy in youf 
office' 

Respectfully, 

Amy G. St£bbin& ' 



lik (G^ieral recommendation of business canyasser.) 

Spruce St., 

New York City, 
November 11, 1890. 
To Whom it may Concern: 

When I first began introducing the Printing 

Press throughout the New England States, I employed 
as one of my traveling representatives Mr. Elisha B. 
Gray, of Hartford, whose signal success is attested by 
the fact that over two hundred of our presses are now 
in use within the bounds of the territory which he can* 
vassed in New Hampshire and Maine during that year. 
I am satisfied that he can be relied upon to make a suc- 
cess of anything that he undertakes. As he is a prac- 
tical machinist, he is especially well prepared to rep- 
resent any business involving an understanding of iud« 
chinery, agricultural implements and appliances, etc. I 
recommend him as a shrewd business man, and one whc 
has the nerve to hold his own among competitors. 
Henry D. Slocum, 

General Agent for 
- Printing Presses, 

New York City. 
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The essential difference between a social letter and m 
business letter is in the nature of their respective mo- 
tives. In a business letter the direct object of the writer 
is to give or to seek information concerning some ma> 
terial facts of a practical nature. In a social letter the 
real purpose is to express a courteous regard, or to se- 
cure a stronger hold upon the good-will, respect, or 
friendship of some other person. In the social letter the 
moral sentiments take precedence; material facts are 
incidental ; whereas, in a business letter the moral ele* 
ment is incidental, the business element the salient 
feature. If a letter is useful first of all to express the 
social disposition of the writer, and to win from the cor- 
respondent a response in kind, the letter may be properly 
called a social letter, even though business is to some ex- 
tent associated with it. Some examples of informal letters, 
given later, may illustrate this. There business is con- 
nected with a message that is essentially an expression of 
the moral sentiments. As a matter of feet, all the truly 
enthusiastic enterprises of the world, all the practical 
events that make history sublime, have been of the na- 
ture of business tinged with moral sentiment, or moral 
grandeur exemplified in practical deeds. So, while busi- 
ness letters and social letters are recognized as dia- 
120 
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dnct classes, both contain the elements of the moral and 
the material, the difference being in the preponderance of 
one or the other quality. 

Social letters may therefore be said to include all cor- 
respondence in which the practical affairs introduced 
are made subservient to the moral purpose. They will 
be considered under two divisions : the conventional, or 
Formal, and the spontaneous, or Informal 

FORMAL LETTERS 



Formal correspondence includes all messages that sn 
worded according to some established conventional usage 
The formal style may indicate the slight acquaintance 
of the parties, or it may be chosen to set the bounds d 
distance which for any reason it is desirable to maintain 
Always respectful, negatively friendly, positively dis- 
ereet, — these are three good qualities that make the 
formal style of social correspondence one of the con- 
servators of social harmony. 

While conventional forma, like the social conditions of 
which they are the exponent, are substantially fixed, the 
details of style are subject to the caprice of fashion. Any 
one having occasion to use the more elaborate forms of 
invitations or announcements may learn from any reliable 
atcUioner what is the latest approved usage. 

The tone of reserve that marks conventional cor- 
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respondenoe is sustained largely by the use of the third 
person in the phrasing of the message. The senteDcefl 
composing a formal message should illustrate the crown- 
lug quality of literary style^ terseness. 



OOliB EXAMPLES OP OONYENTIONAL P0R1I& 

Wedding IrmUxUam. 

1. (A church weddiog, followed by a reception at the 
home of the bride.) 



Mr. & Mrs. Philo B. Stevens 

request your presence 

at the marriage of their daughter, 

Cynthia Minerva, 

TO 

Mr. Charles Franklin Martel, 
ON Wednesday evening, November the twelfth, 

AT seven o'clock. 

St. Michael's Church, 

Brierton, New JerseYo 

1890. 
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Eaclosing this card. 



Reception 

Wednesday evening, November the twelfth, 

from half-past seven until nine o'clock, 

184 River Road. 



If it is desirable to avoid a crowd of curious sight- 
seers at the church, ushers' cards are also enclosed : 



Please present this card 
AT the Church. 



1^ ^^ 
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2. (A home weddingr, where a limited number are in- 
Titedy and no distinctions made.) 



Mr. & Mrs. Philo B. Stevens 

request the pleasure of your company 

at the marriage of their daughter, 

Cynthia Minerva, 

TO 

Mr. Charles Franklin Martel, 
ON Wednesday evening, November the twelfth, 

AT SEVEN o'clock. 

Reception 

from half-past seven until nine o'clock. 

184 River Road, 

Brierton, New Jersey. 

1890. 



BeeepHam. 



Official. 



(^Presidential Reception.^ 

The President of the United States requests the com- 
pany of Mr. Theodore Sterling at the Reception in honor 
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of His Royal Highness, the Prince of Wales, on Tuer 
day evening, January the nineteenth, at nine o'clock. 

Executive Mansion. 
Semi-official. 

The Governor and Mrs. Parker 

request the honor of your presence 

on Thursday evening, September 

eleventh, from eight to ten 

o'clock. 

Executive Mansion. 

Social. 

1. Colonel and Mrs. Charles Hope 

will be pleased to receive you 

on Thursday evening, December 

eighteenth, at eight o'clock, 

To meet 

General and Mrs. John D. Ellison. 

An early reply is 4 Willow Terrace, 

requested. Baltimore. 

2* (Note or card form.) 

Mr. and Mrs. John L. Porter 
At Home. 

Wednesday evening, " The Leasowes," 

May thirtieth, Richfield Park. 
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8. (Card fom.) 

Mrs. Eleanor Forsythe Dacie, 
Miss Isabel Farnham Dacie. 

Thursdays, 49 Lake St 

3 to 5 p. M. 



MUeellaneoui, 
1. (iDTitation to Dinner.) 

The Cinque-foil Club 

request the honor of Mr. Percy 

Shailon's company at dinner, on 

Wednesday, December seventeenth, 

at seven o'clock. 



Hotel Brunswick. 
New York. 



Mr. William Hunter requests 

the pleasure of Mr. Henry Baker's company 

at dinner, on Tuesday evening, March 

eleventh, at six o'clock. 

Mr. Hunter hopes also to entertain 
Mr. Robert Baillie, of Glasgow, Scotland. 

Hotel Ponce de Leon, 
St. Augustine, Fla 

Digitized by V^jOOQIC 



LETTEB WKITlNa 127 

Colonel and Mrs Charles Hope 

request the pleasure uf Mr. and 

Mrs. Samuel B. Clay s company 

at dinner, on Wednesday, December 

seventeenth, at seven o'clock. 

In honor of 
Gleneral and Mrs. John D. Ellison. 

4 Willow Terrace, 
Baltimore. 

(An invitation to dinner must always be answered at 
once.) 



2. (InTitation to a fancy-dress ball.) 

Mr. and Mrs. Alfred B. Conover, 
Mr. and Mrs. David E.-Frohman, 
Mr. and Mrs. George H. Irving, 

request the pleasure of your 

company, on Tuesday evening, 

February the fourteenth, at nine 

o'clock. 

Albemarle House. 
R. 8, V. P. Costume de riguei 
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8. (Party inTitatioD.) 

Mr. and Mrs. Philip Lawrence 
At Home, 
Tuesday evening, March twenty-fifth, 
from eight to half-past eleven. 

For 
Miss Bessie Stryker, 
Miss Isabel Holland. 

184 Koscommon St., 
Music from 9 to 10. 



4* (Birthday party.) 

Mr. and Mrs. Philo B. Stevens 

will be happy to see you at 

their home, on Monday evening. 

May twelfth, at eight o'clock. 

To celebrate the twenty-first 

birthday of 

Mr. Philo B. Stevens, Jr. 

Dancing. . 184 Kiver Road, 

R. S. V. P. Brierton, N. J, 
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5. (InTitatloii to a Tea.) 

Mr. and Mrs. Lester G. Sharp 

At Home 

on Wednesday evening, January 

fifteenth. 
Tea 85 Leiand Avenue, 

8 to 10. BriertoQ. 



6« (BinqnetlnTitation.) 



The St. Paul Bar Association 

requests the honor 

of your preaeoce at the 

Exercises and Banquet 

upon the opening of the 

New Court House 
at SL Paul, Minnesota, 
May 6, 188^^ 



7« fTenderSag the prirSleges of a clol^) 

The Officers and Members of 
the Mercantile Club 

tender to 
Mr. James Transient 
the privileges of the 
Club Rooms, 

9 
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for the period of two weeks from date, 
at the request of Mr. John Permanent. 

Abel Maun, 
Secretary, 
St Louis, AprU 3, 1889. 



DELIVERY OF FORMAL MESSAGES. 

Heavy white note paper and cards of the finest quality 
should be used for formal invitations. The note, or 
card, should be enclosed in a square envelope to match. 
On this envelope is written the name only of the person 
or persons to whom the invitation is sent, as : 

Mr. and Mrs. Samuel B. Clay. 

or 

Mr. Ralph Seagraves. 

The note thus addressed should be encased in another 
envelope, of plainer quality, on which the name and 
address are written. 

It was formerly considered imperative that notes sent 
to people in the same town should be delivered by a 
private messenger ; but this is no longer an inflexible 
rule. Postal facilities are so prompt and orderly that a 
message suffers neither delay nor injury by going through 
the mails ; and while those who still prefer to send by a 
messenger can do so, it is no breach of propriety to en- 
trust the missives to the maiL 
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Formal Ae6eptances, Regrets, etc. 

The tone of a formal note is the keynote for the style 
of the answer. The same elegant precision that marked 
the utte^nce of the original voice should characterize 
the echo. 

Prompt answers, either accepting or expressing regret 
at being unable to accept, should be sent in response 
to dinner invitations, or on any other occasion where 
the number of guests is known to be limited, or when- 
ever the note of invitation contains a special request 
for a reply ; at other times the acceptance is inferred 
from silence. Requests for a reply are made either 
by a brief sentence, as, " The favor of a reply is de- 
sired ;" " An early reply is requested ;" " Please re- 
ply," etc., or by the use of the abbreviation, " R. S. 
V. P." for the French phrase, ^^ Reepondez ail vous 
plait " (answer, if it please you). The latter is a 
phrase of established usage ; but the plain English is 
often to be preferred, for its unmistakable clearness of 
meaning. 

Regrets are sent when an invited guest is by any cause 
prevented from accepting an invitation or keeping an 
engagement. It is ungracious to " decline " an invita- 
tion, as though your absence were a matter of deliberate 
choice. Be entirely at the mercy of circumstances, a 
helpless victim of detentions — never a voluntary ab- 
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Bentee. Not that I would counsel insinceritj. In most 
cases a legitimate cause of detention does exist ; and 
even in the occasional instance when a decided aversion 
to going is the only excuse, it may, probably, be referred 
to health, since an unsocial mood is often the sign of 
some physical disturbance. A form that I have used 
with great comfort of soul and peace of mind in such 

cases is this : " regrets that a serious indisposition 

prevents her from accepting Mrs. Bore's kind invita- 
tion," etc. It was literally true ; whether it was also 
literally ** a story," I leave it to the individual conscience 
to decide. But be that as it may, on general principles 
we should regret any conditions that interfere with the 
harmonious exchange of social courtesies. When the 
reason for detention can be stated, it gives an air of can- 
dor to the message of regret ; but when this cannot be 
done without awkwardness, the message can usually be 
expressed with perfect sincerity in general terms. 

An invitation, like any other proffered courtesy, 
should, as a rule, be accepted. To treat it with indiffer- 
ence or neglect is churlish. A graceful *' acceptance " 
is always the highest expression of courtesy ; a graceful 
" regret," when necessary, is the highest exponent of in- 
telligent skill. 

On strictly formal occasions it is as awkw&rd to send 
unnecessary answers, as it is rude to omit to send neceA* 
tary ones. 
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EXAMPLES 

1. (Beplj toan inyitation to dinner. Acceptance.) 

Mr. and Mrs. Samuel B. Clay accept with pleasure 
Colonel and Mrs. Charles Hope's invitation to dinner, 
for Wednesday, the seventeenth instant. 

Riverside Park, 
December 8. 



2. (Regret. Partjr inyitation.) 

Mr. Ralph Seagraves regrets that, owing to an im- 
portant engagement in Boston, for the same date, he is 
unable to accept Mrs. Banning*s kind invitation for 
Tuesday evening, the twelfth instant. 

95 Dorian Street, 
Monday, August 4. 



8* (Acceptance. Dinner invitation.) 

Mr. Henry Baker is happy to accept Mr. William 
Hunter's invitation to dinner, on Tuesday next. 

Mr. Baker highly appreciates the opportunity of 
meeting Mr. Robert Baillie under such agreeable au' 
spices. 

Hotel Ponce de Leon, 
Monday, March 7. 
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4. (Regret. Priyate reception.) 

Mr. and Mrs. Jerrold Harleigh express tVieir r^ret 
tnat, owing to illness in their family, it will not be pos- 
sible for them to accept Mr. and Mrs. John I.. Porter's 
invitation for the thirtieth instant 

85 Carmel Street, 
May 21. 



5. (Regret. Birthday party.) 

Miss Eveljn Ryder begs to express her regret that other 
and imperative engagemk nts will prevent her iVom being 
present in response to Mr. and Mrs. Philo B. Stevens* 
kind invitation for Monday evening, the twelfth instant. 

Miss Ryder offers her hearty congratulations to Mr. 
Philo B. Stevens, Jr. 

Lindenwood Seminary, 
May sixth. 
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INFORMAL LETTERS 



The framework of a formal letter is on the outside ; 
in the informal letter, sentiment, like an iyj, covers 
the trellis ; making us obliyious of its exact confor- 
mation. Precise directions as to style would antago- 
nize the idea of spontaneity ; an over anxiety about 
the precise wording destroys the essential spirit of the 
message. The thought should come clothed in its ap- 
propriate phrase. But some things must be remem- 
bered. Informality does not mean carelessness. As in 
familiar conversation, so in the &miliar letter some 
freedom may be allowed in the way of elisions, and 
popular or idiomatic expressions that are not strictly 
elegant in stately address or dignified announcements ; 
but no grammatical blunders or rhetorical confusions 
are excusable. The ideal spontaneous letter does not 
parade its structure, any more than the master musician 
parades his technique ; but it is there, or there would 
be no ideal letter, no master musician. 

The phrasing of a spontaneods letter, like the ready 
speech of an extempore orator, is not the miracle of a 
sudden and unheralded out-burst of inspiration ; but the 
instantaneous calling into active use of a store of long- 
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gathering materials and forces. The best informal or 
spontaneous letters are those to the making of which 
have gone many hours of practice, of language drill, of 
common-sense reflection. Not for the purpose of writ* 
ing that particular letter; with no idea that such a 
letter was ever to be written, the very facility that is now 
demanded — and ready — has been acquired, often by a 
course of discipline that would never have seemed 
to have any bearing on such a final purpose. In 
short, an impromptu message is not so impromptu 
as it seems. 

But let none be discouraged. Those whose earlier at- 
tempts to write in the easy conversational style are pain- 
fully self-conscious affectations may acquire the grace oC 
spontaneous expression if they will take honest pains to 
cultivate their talents. To the credit of human nature 
be it said that there is a native antagonism between in- 
sincerity and spontaneity. It is easy to lie in formal 
phrase ; but to utter falsehood in the manner of impul« 
sive avowal is nearly impossible, or, when effected with- 
out stammering, is the height (or the depth) of artifice. 
On the other hand, the fundamental secret of ready ex- 
pression is sincerity. Add to this the unselfishness that 
eliminates self-consciousness, the politeness that is " kind- 
ness delicately expressed;" and with a conscientious re- 
gard for social duty acting as a motive influence, do the 
best you can to send your honest message home to the 
heart of your correspondent. 
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BZAMPLE8 OF INFORMAL LETTEB8. 

** Se keeping up an interchange of favors, 
like good men in the truth of their behaviors." 

John Kkats. 

Requests and Offers, 

(To a clergyman, offeringr a contribution to church f und8. j 

89 Grandview Avenue, 

March 19, 1890. 
Rev. Sahubl Fatthfull, D.D., 

Pastob of the Chubch. 

DeabSib: 

Your recent appeals from the pulpit have not been 
altogether unheeded by me, although my slow response 
may have seemed to argue indifference. The claims of 
the Missionary Society of our church have never been 
BO clear to me as since I have listened thoughtfully to 
your course of lectures on " The Spirit of Evangelistic 
Work." Heretofore I have contributed annually such 
an amount as I happened to be in the mood to give, or 
as much as some more than usually eloquent — or tire^ 
■ome — agent of the Society could persuade, or drive, me 
to subscribe. But once the yearly allowance was paid 
over, I have dismissed all thought of it, as one among 
many things that were '' done for a while, at least" I 
frankly admit that no vital interest in the missionary 
work, home or foreign, or even comprehension of its ac- 
tual nature, has ever been a factor of my giving. All 
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ihis seems strange to me now, in the light of mj awak- 
ened interest 

It affords me pleasure — for the first time in my life, it 
affords me pleasure — to say that I will be one of the one 
huudred for whom the Society are asking, to pledge one 
tliousand dollars ($1,000.00), to be paid in one year if 
the full number of one hundred subscribers can be made 
up by that time. 

Further, I personally pledge myself to you, to stand 
bj you to the extent of my reasonable ability in bring- 
ing up the annual missionary fund of our church and 
congregation to the two thousand dollar limit wLich you 
have named as a possible and easily reached mark. I 
trust that many others will respond in similar strain, 
and that your earnest "line upon line, and precept upon 
precept" may meet with a hearty response from an 
equally earnest people. 

Sincerely yours, 

Lemuel Coupon Bonn. 



(Bequestingr a lady to ehaperone a young girL) 

198 St., 

Columbus, Ohio, 

January 6, 1890. 
My Dear Mrs. Sherman: 

What would you do if you were so busy that to leave 
town was an impossibility, yet, in your few leisure mo- 
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ments, you were besieged by an importunate daughter 
begging papa * to take her to Old Point Comfort for two 
or three weeks *? 

I fancy that you would do just as I am now about to 
do ; namely, ask some kind friend to help you out of the 
dilemma. Can you, and will you, ask George and Eloise 
to spare you for a few weeks, while you go with my 
Florence to Old Point ? I really think you would find 
the trip delightful at this season ; and it will be a won- 
derful relief to me if you will consent for awhile to 
be burdened with the care of this lively bit of a girl, 
who is getting to be pretty much of a problem for her 
staid and plodding papa. Florence will be delighted to 
have you for a traveling companion, and I need not add 
that I shall feel absolutely at rest about her safety and 
happiness under your chaperonage. 

Ample funds for the trip will be placed at your dis- 
posal, and the details of the journey will be at your dis- 
cretion. Will you kindly mention the date on which it 
would be agreeable to you to start? Also, would it 
not be well for you to come to us this week, to complete 
preparations, and start from here ? You see, I speak as 
though it were settled. May I hope that no engage- 
ments exist to prevent you from accepting the responsi- 
bility 7 Perhaps I should not have the assurance to ask 
this, if I did not know that your life-long affection for 
the dearly-beloved mother of my Florence ha* always 
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made you oordially ready to give your motherly thought 
aud care to the now motherless little girl. 

Most sincerely yours, 

Henry D. Sylvester. 
Mrs. Frakceb B. Sherman, 
Cincinnati. 



(Offeriiig to care fi>r a sick person.) 

MONHAT MORNINQ, 

^ June 23. 

Miss Allison : 

Can I be of service to you in any way? I will come 
and assist in the care of Kathleen at any time of the 
day or night — ^whenever my coming will be of the 
greatest advantage to you. Also, please let me help you 
in the arrangements for her comfort, in the way of pre- 
paring nourishment, or seeing that her clothing is always 
in readiness. There are so mauy details in the care of 
the sick that only those who have been through the ex- 
perience can understand. While I do not wish to be 
intrusive, I shall be glad to fill any vacant niche, what- 
ever it may be. I hope that you trust me so implicitly 
that you will not hesitate to take me at my word. 
Faithfully yours, 

Edith Somervillb. 

Miss Martha Allison. 
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( Asl&ingr for inflnenoe in securing an appointment.) 



BOCKVILLE, 



August 19, 1890. 
Mr. Hopewell: 

As you doubtless know, the settlement of father's es- 
tate leaves mother with a very meagre income ; and I 
now realize the necessity of seeking some employment 
in order that I may not be an idle burden on her hands. 
I have thought of making an effort to secure a position 
in the office of the Land Title and Trust Company, of 
Griertown. I am told that the duties are such as any 
&irly well educated girl can easily learn to perform. I 
tm not prepared to teach, and I have no marked skill 
with the needle ; but I write a good hand, and have al- 
ready done some copying for Messrs. Rye & Beach that 
was entirely satisfactory. 

There are so many applicants for every position that 
I have little hope of securing an appointment unless 
some one high in authority or influence would second 
njy efforts. As you are a heavy stockholder in the 
Land Title and Trust Company, may I ask your advice 
about seeking employment there ? In the event of my 
making such an application, could you recommend me 
for the place ? If you would be so kind as to do this, I 
should feel quite sanguine of success. I trust that in 
asking this 1 am not trespassing too far upon the kind* 
\ of my father's life-long friend. 
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Kindly address your reply to Roctville, — — . 
Mother and Charlie and I are staying here at the old 
homestead for the month of August, keeping house for 
Grandfather Baillie while grandmother is absent on a 
visit to Cousin Ellis Rhodes in Providence. After 
September first we shall be at home in Griertown once 
more, to remain through the winter. 

Mother joins me in kindest regards to Mrs. Hopewell 
and yourself. 

With respect, I am 

Very truly yours, 

Lucy D. Somers. 
Mr. George W. Hopewell, 
Griertown. 



(Offering the use of a battery.) 

Tuesday morning. 16 Meridek Street, 

Clifton, * • 

Dear Clara: 

Your brother Frank tells me that your physician has 
prescribed the use of electricity in the treatment of your 
numb arm and hand; and that you are obliged to delay 
beginning the treatment until you can send to Phila- 
delphia for the apparatus. 

Now, I have a perfect littlegemof a battery standing 
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idle, and there is no reason why you should not have it 
at once ; so I beg leave to send it now by Frank. 

The manner of " charging," arranging the poles, etc., 
is fully described in the printed directions ; and I have 
also given Frank a practical lesson in the management 
of it, so that I think you will have no trouble with it. 
I hope that the treatment may prove entirely successful. 
I shall come over in a day or so to see how you look 
when "electrified." 

Yours devotedly, 

Louise Conkers. 

Miss Clara Allyn. 



(Offering the nje of a carriage.) 

49 St. James Place, 

Clifton, , 

December 9, 1890. 
Mt Dear Miss Conners : 

When I met you and your energetic colleague, Miss 
AUyn, out on your round of "calls," which I could but 
surmise were in the interest of the forthcoming church 
fair, my conscience began a series of severe smitings, 
the burden of which was a reflection on the compara- 
tive uselessness of man. Why is it that you ladies 
must wear out life and energy "raising" the church 
debt, while we able-bodied drones do nothing ? except to 
buy your fabulously- priced jim-cracks at the bazaar, 
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with a meek and uncomplaining submissiyenees bom of 
our lurking sense of the way we have shirked all the 
hard work leading up to this festal occasion. Well, my 
numerous lugubrious and self-depreciatory reflections 
may not interest you ; but the practical outcome of it is 
this ; may I, as a sort of sedative to my conscience (no 
merit in it, you see I), offer you my carriage, any or every 
day while your preparations are in progress, for the use 
of your committee on their tiresome joumeyings here 
and there on the multitudinous errands out of which 
shall soon be evolved that miracle of feminine ingenuity 
—the "Bazaar of all Nations.'* 

I would humbly offer myself also, if at any time such 
a worthless fellow can be utilized — as a stepladder 
elimber or errand-runner, or in any other way that wo- 
man's inhumanity to man can devise. You would do 
well to accept my offer and set me to work at once while 
my mood is tender ; I may be hardened by to-morrow, 
in which case I shall not do any more for the cause 
than my usual share in the way of purchasing twenty- 
dollar pincushions. If you would encourage the re* 
morse that leads to reformation, lose no time in com- 
manding 

Yours faithfully, 

JoHK Lee Benedict. 
Miss Louise Connebs. 
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(To a clergyman, asking the loan of the mannseript of a 
sermon.) 

189 Cartwright Street, 

November 19, 1890. 
Dear Mr. Philpot: 

As you doubtless know, Mrs. Gertrude Coleman has 
been unable to leave the house for weeks, since the se- 
vere spraining of her ankle. It was a matter of regret 
to her that this misfortune detained her from church on 
the day when you occupied our pulpit, especially when 
she learned that your theme on that occasion was one 
on which she has spent much troubled thought. 

I gave her as clear an outline as my limited genius 
for " reporting " admits ; but I fear that I made very 
imperfect work of it. Would you be willing to loan me 
the manuscript of that sermon, for a day, in order that 
I may read it to Mrs. Coleman ? I am sure that it 
would be a very great pleasure to her, and no less an 
advantage to me to fix in mind many thoughts that in 
a single hearing are not always fully grasped and re- 
tained. 

Your kind consent to this request will be deeply ap- 
preciated by 

Your sincere friend, 

Mary D. Bpenseb. 
Bev. J. R. Philpot, D. D. 
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(IsklBf for proTisioBs for a church ^'snpper.^) 

85 Lake Stbeet, 

Greenwood, , 

November 15, 
My Dear Ethel : 

If my face is half so expressive as you are wont to 
tell me that it is, I am sure I should not need to say a 
word if you were here. You would see my " oec idea'* 
shadowed forth in my very eye-lashes, to the exclusion 
of every other thought. " Chicken salad " is the burden 
of my appeal I You know the Ouild " Supper " is to 
be given on Thursday and Friday evenings of next 
week, and I am one of the committee on supplies. In 
asking my friends for contributions I have been guided 
by what I know of their especial skill. It is an open 
secret that you have a perfect genius for the compound- 
ing of chicken salad. Can you promise me a bowl for 
Thursday evening, all for the good of the cause ? If so, 
you will win the gratitude of all the troubled Marthas 
of St. Andrew's Church. Please send an answer by the 
bearer of this and oblige 

Your friend, 

Alice J. Mitchell. 
Mrs. Theo. D. Monroe, 
96 Western Avenue. 
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(Olfeiin; to take eare of chttdren while their mother 
takes a trip to the seashore.) 

Friday Morning, 28th. 

Mrs. Story: 

I have been thinking to-day of our conversation last 
Wednesday, when May and Louie and I were at your 
house. You spoke, quite incidentally, of the invitation 
that you had received to go to the seashore for two 
weeks in March, with your Aunt Truman ; and you dis- 
missed it as an impossible thing, because you could not 
leave the children. 

Now, why cannot you "leave the children *' with me 
for that time? I grant that I may not be the wisest 
guardian in the world, but I could probably be entrusted 
with the care of even such a lively pair as your John 
and Fred for that brief time. They can go to school 
just as usual, and in all respects be under the same regu- 
lations as though you were here. If you can be per- 
suaded to arrange it so, I shall be very glad, for I know 
that the sea-air will be the best possible thing for you 
just now. Do not hesitate to assent, for I assure you 
that it will be a real pleasure to me to help remove any 
obstacle that stands in the way of your little trip; and, 
moreover, I shall be very glad of the company of youi 
bright and interesting boys. 

Truly your friend, 

Sarah J. Morrell. 

Mrs. William K Story. 
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(Oflbrlng hospitalitf to << delegates.'') 

40 West Fifth St., 
Stockton, — 



May 26, 1890. 
Mr. Rivers : 

We shall be happy to keep " open house " during the 
diree days next week when the State Sunday-School 
Convention is meeting in our city. We have one large 
guestroom which we will place at your disposal for 
lodging, and we can entertain at meals any number not 
exceeding eight at any one time. 

While Mr. Myers and I will very cordially welcome 
any delegate who may be consigned to our hospitable 
care, it would afford us especial pleasure to receive the 
Rev. Dr. Kendall and Mrs. Kendall, of Lawtonville — 
if they have not already accepted invitations from other 
friends whose claim upon them is stronger than ours. 
Very truly yours, 

Ellen Gates Myers. 
Mr. C. p. Rivers, 
Chairman of Hospitality Committee, 
State Sunday-School Convention. 



Letters of Inquiry y Apology y and Explanation. 

Social letters of inquiry, apology, and explanation 
should usually be brief and to the point, but without 
*^y suggestion of haste or curtness. On the contrary, 
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vaej admit of much incidental expression of fnendliness 
— a graceful sentence or two of this character being al- 
ways in place in even the most urgent and business-like 
of social letters. 

The tone may be grave or gay, according to the thenu 
and the occasion. 



(Apology for not keeping an appointm^t.) 

3900 Street, 

West Philadelphia, 

Wednesday, 1—15— '90. 
Mt Dear Else : 

^ When I promised you that I would be at home at 
twelve o'clock noon, to-day, I forgot to add that in case 
any detention kept me out beyond that hour I wished you 
by all means to await my return. Then, I neglected to tell 
the housekeeper that you were ooming; so that when yon 
Arrived, she did not know enough to treat you otherwiaf 
than as a transient caller. The result was that when 1 
came home — ^fifteen minutes late— I found that you had 
been here, had simply been told that I was out, and had 
gone away again. 

It is all due to my own negligence, for which I am 
soundly punished ; for it has cost me the loss of yout 
promised company at lunch. 

I hope this will reach you before you leave town ; 
and, if possible, do come yet, before you go. If I were 
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sure of finding you^T would go myself instead of send- 
ing this note ; but I do not know where to locate you 
tonday, except at Mr. Allison's, where I know you are to 
dine this evening, and whither I shall dispatch this at 
once. 

I do hope you will excuse my stupidity, and show 
your forgiveness by coming as soon as you can. 
Most regretfully yours, 

Julia Satreb. 

Miss Else Leigh Roth. 



(Apology for a child's miscondnct.) 

Thursday, — a. ic 
Mrs. Lyons: 

I am deeply chagrined to find that my Arthur has 
been giving you such serious annoyance during my brief 
absence from home. He was expressly charged to be 
careful about playing ball anywhere near the windows ; 
and if not definitely forbidden to " bounce " his ball 
against the side of the house, he should have clearly 
understood that, from the general caution. 

I have told him that he must apologize to you, not 
merely for breaking your window, but more especially 
for the rudeness of trespassing on his neighbor's prem- 
ises. He is very much ashamed of it now that he sees it 
in the light of a breach of good manners, and not merely 
in the light of a few dollars' worth of material damage. 
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The window will be replaced at once ; and I trust you 
will not regret the annoyance so much, if it results, as I 
hope it may, in a wholesome and lasting lesson to m^ 
thoughtless boy. 

Respectfully yours, 

Katherine M. Lokq. 
Mrs. C. p. Lton& 



( Apolpgy for wrong done in angerO 

Thursday, p. m. 
Dear Hal: 

The echo of my own taunting words sounds a sorrow- 
ful refrain in the silence of my calmer after-thoughts. I 
was bitterly angry this morning when I thought you 
were in some way to blame for my failure to receive that 
coveted nomination. I did not stop to see how unlikely 
it was that you could have been actively responsible for 
my defeat ; that you were personally friendly in your 
greeting to ray rival was all that I could grasp ; and 
with all the jealous rage that sprang up in my heart, I 
hastened to heap upon you the reproaches that I now 
know were undeserved ; indeed, which all the time I felt 
were at least unjust in their extravagance. 

Can you forgive my rude and unfair conduct, and ac- 
cept my heartfelt apology ? You know me of old ; this 
is not the first time that you have had to be forbearing 
toward my faults. I sometimes think that I might 
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better n^ver again expect you to be patient Bu^ 
" O Brutus 1 have you not love enough to bear with me 
when that rash temper which my mother gave me makes 
me forgetful ?" 

Shall I ever conquer this — ^my besetting sin ? Con» 
tinue to help me — ^if you can — ^by your constant 
patience and noble example. 

Your repentant friend, 

Percy Stillwell. 
Mr. Henry L. Graves. 



(Notes concerning an accidental exchange of nmbrellas.) 

The known characteristics of the person addressed 
decide the tone and manner of the address. What 
would be accepted in good part by one might be an 
affront to another. The jocose manner is not safe in 
addressing people who are lacking in a " sense of 
humor.'* 



h The Albion, 

St. Paul, 

Thursday, May 21. 
Mr. Beckless: 

Does " personal property " include umbrellas t If so, 
•omebody must be this moment bewailing the Ices o£ 
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such a piece of property, which same is reposiog, with 
the stolid unconsciousness of inorganic matter, in the 
stand by our hat-rack, where you left it. But, alas! 
mine is not there. Could it be, that, weary of its long 
imprisonment in the majolica jar, my umbrella has pre- 
vailed on your umbrella to change places with it for a 
day, that the one might have an airing while the other 
secured a much-needed rest ? Far be it from me to 
blame you for the exchange; it is doubtless a deep- 
laid scheme on the part of the umbrellas themselves. 

Nor should I have much cause for complaint, if the 
comparative worth of the two were to be considered ; 
since yours — which I now possess — is a much larger, 
newer, and showier (as to the handle) umbrella than 
mine — which you now possess. Still, as I object to 
large, new, showy umbrellas, and greatly prefer little, 
old, plain ones, may I beg you to do yourself the &voi 
to re-exchange them when next you cross our threshold, 
and thus set at rest the mind of 

Yours concernedly, 

Sophie Lesoomb. 

P. S.^-It may happen to be a clear day when next yor 
call ; but never mind — bring the umbrella. To be obliged 
to carry it under a clear sky may serve as a wholesome 
discipline to — ^the umbrella. 
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2. The Albion, 

St. Paul, 
May 21. 
Mr. Serious: 

Just after you left our house last evening, I discovered 
that your handsome umbrella was left in the rack ; and 
the fact that my old one was pcone led me at once to con- 
clude that in the dim light of the hall you had taken 
the wrong one. Fearing that you might not be able to 
recall where, in the course of a busy day, you had made 
the exchange, I hasten to tell you, and to assure you 
that your property is safe, and awaits your convenience 
in calling or sending for it. 

Very truly yours, 

Sophie Lescomb. 



8. The Albion, 

St. Paul, 
Thursday, May 22. 
Mr. SENsmvE: 

Did you know that you left your handsome new um- 
brella in our rack last evening ? I suppose you have 
been puzzled to think where you could have left it ; for 
I know one never can recall such an incidental matter 
a« the whereabouts of an umbrella. However, it is 
safe, and will be taken care of until you find it in your 
way to call, or to send for it. 

Sincerely yours, 

Soi^g^l^b^^llSCOMB. 
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(Apology for orerlookingr a sbopping oommissioiu) 

Bbierton, , 

March 6, 1890. 
Dear Margaret : 

When you open the package which will probably 
come from Lord & Taylor's this evening, you will be 
surprised and disappointed not to find the soutache braid 
to match the brown cloth. I did not know that I had 
overlooked anything, until, on taking out of my bag the 
various samples, memoranda, etc., I came upon the sam- 
ple that I should have used in matching the braid, but 
which, having been too carefully stowed away in one of 
^he iuner pockets, had been forgotten. I am so sorry, 
for I fear it may delay your work. With your permis- 
sion, I will commission my brother Robert to stop at 
Lord & Taylor's to-morrow. I am sure he can get the 
braid just as well as I could ; and then you will have it 
by six o'clock to-morrow evening. This is the swiftest 
remedy that I can apply for the trouble that my over- 
sight may occasion; and I hope the twenty-four hours' 
waiting may not seriously interfere with your dressma- 
ker's plans. 

With regrets, I am 

Sincerely yours, 

Clara J. Myebs. 

Miss Margaret Towne, 
19 £. Tenth St. 
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(BeqoestiBg an opportnnitj to explain.) 

141 Grove Street, 

AprU 10, 1896. 
Mi88 Rollins: 

When I left you yesterday it was with the uncomfort 
able feeling that we were not quite fairly represented to 
each other by the few sentences that we had exchanged. 
At least I know that I failed to express justly the 
thought in my own mind ; and I also believe that the 
impression which I derived from your words was an 
equally inaccurate inference of your real feeling and 
opinion. I cannot think that you would be so bitter 
and uncharitable as your words would imply ; nor am 
I content to rest under the imputation of being so nar- 
row-minded and arbitrary as I now see that my hasty 
remarks might justify you in thinking me to be. 

May I have the privilege of again talking with you on 
this subject ? Then we may both have a better chance 
to express our real opinions, with greater calmness and 
charity of spirit than either of us could boast yesterday. 

Believe me, I do not wish to discuss the matter in a 
controversial spirit ; but I do earnestly wish that, how- 
ever diverse our views may be, we may preserve, through 
all our differences of opinion, a well-founded respect for 
each other's judgment, and an undiminished measure oi 
mutual friendship. 

Sincerely yours, 

Howard Campbelu 

Miss Lucie Rollins. 
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Letters of Infrodudum. 

(Direct and Indirect) 

A social letter of introduction, strictly so-called, is as 
courtly as a formal note, and as terse as a business in- 
troduction. Such is the proper form when such a letter 
is to be used on a special occasion, or at a definite time, 
or for a special purpose. Usually, though social in its 
scope, it is more or less allied to business or professional 
affairs, or to club and society affiliations. 

But social introductions, even by letter, are not always 
80 formal or so direct. Sometimes the way to a subse- 
|uent meeting of two people is paved by a letter to each 
from a friend of both, commending each to the other's 
acquaintance, whenever they may happen to meet ; on 
the strength of which the two, when circumstances throw 
them together, start at once upon the footing of old ac- 
quaintances, because of their mutual interest in the 
common friend of both. Though very informal and 
very indirect, such letters are essentially letters of intro- 
duction ; and often they are much more graceful and 
agreeable to all concerned than the more precise and 
dignified direct style. Like every other extreme of in- 
formality, they are appropriate only among intimate 
friends, and in introducing people who are sure to be 
congenial. The direct letter of introduction should be 
written whenever the lack of formality might result in 
mwkward misapprehensions ; and whenever there is the 
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least doubt about tbe cordialit j iirith whicb the intro' 
duction will be received, the strictlj formal style should 
be chosen. 



(Personal letter of introdnetiOD.) 

TOBBESDALE COLLEaS, 



May 26, 1891. 
My Dear Doctor : 

Permit me to introduce my friend, Mr. Eliot Chap< 
man, of Boston, and to express the hope that you will 
extend to him the same cordial greeting that you hav< 
always given to 

Your friend, 

Robert True Hart 
John B. Richmond, M. D., 

186 Street, 

Detroit, Michigan. 



(Supersciiption for the above.) 

John B. Richmond, M. D., 

186 Street, 

Introducing Detroit, 

Mr. Eliot Chapman, Michigaji 

Boston, Mass. 
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(Asking for a letter of introdnctlon.} 

(Enclosing stamp.) 

No. 161 Street, 

Lexington, Kentucky, 

August 20, 1890. 
Professor Max Seibebt, 
College, 

9 • 

Dear Sir : 

Your constant interest in my progress while I was a 
special student in your department of -^— - College, 
emboldens me to ask of you the favor of a letter of in- 
ti eduction to Professor Heinrich Keller, of the Ancient 

Classical Department of University, which I 

hope to enter in September, if my examinations are 
satisfactory to the Faculty of that august institution. 

I go there an entire stranger. I know that no per- 
sonal influeuce would help me through, without merit; 
and I also know that you, of all teachers, would be the 
last one to encourage anything like evasion of the strict 
requirements of entrance examinations. It is not from 
either of these motives that I ask the favor of your let- 
ter, but because I shall be happier in my new field of 
study if one who has hitherto been my faithful guide 
bespeaks for me, his unworthy pupil, a cheerful welcome 
from my new preceptor. 
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Am I presumptuous when I think that, remembering 
your past kindness, I am not asking too much ? 
With deep respect, I am 

Gratefully yours, 

Paul M. Talbot. 



(Introducing a comrade of the G. A. B.) 

Wheatfield, North Dakota, 

April 8, 3890. 
CJolonel : 

Comrade Henry B. Sterling, of Post No. 9, of Wheat- 
field, is about to visit Philadelphia on a trip of mingled 
business and pleasure. While there he will take e3|)e- 
cial delight in attending the anniversary exercises of 
Post No. — , of which you and I were charter members. 

It affords me pleasure to introduce Sterling to you 
personally ; and I feel sure that you will be more than 
usually glad to meet him when I tell you that he was 
one of the brave Company G., New Jersey Volun- 
teers, who were fighting side by side with our Company 
at Antietam, at the moment when you, then our Cap- 
tain, were struck by that vicious minie ball. You re- 
member, you were carried to the rear by two of your 
own men and one of the New Jersey boys, the latter 
none other than Comrade Sterling. His enthusiastic 
recollection of your brave fight and gallant leadership 
has been the theme of more than one spirited talk since 
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our meeting — ^after the chances and changes of ii?ar— in 
the peaceful surroundings of a Grain Elevator Com- 
pany's office, where I officiate as treasurer, with Comrade 
Sterling as head bookkeeper. By the way, let me sug- 
gest that Comrade Sterling is a capital off-hand speaker. 
I only wish that I, too, could be present at the anni- 
versary of Post No. — y so largely composed of members 
of our old regiment ; but since I cannot go, will you ex- 
tend a double measure of welcome to Comrade Sterling? 
— for the sake of one of your own absent " boys," who, 
with deep respect, subscribes himself. 

Yours in F., C, and L., 

Walter D. Ten Broek. 
Colonel John P. Harriot, 
Late in Command of the 
Regiment, Pennsylvania Volunteers. 



(To a Bishop, reqaesting the priiilege of introdncing 
him to friends in another city.) 

Greenpoint, , 

November 6, 1890. 
Reverend and Dear Sir : 

Knowing that you are to attend the Church Congress 
in Philadelphia next week, I would express the earnest 
wish that while there you will make the acquaintance of 
ray sister, Mrs. James P. Rogers, and family. I have 
written to Mrs. Rogers that you are coming, and she 
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hopes to be to fortanate as to have you for her guest 
during the week of the Gongreas. She has already 

ipoken to Dr. , of the Hospitality Committee, 

b^ging him not to allow any other hostess to appropri- 
ate you. Mr. Rogers, who is one of the Lay Vice-Presi- 
dents, is taking most enthusiastic interest in the plans 

for the Congress. Their home, at No. Walnut 

Street, is centrally located ; and I can assure you that 
a most cordial welcome awaits you there. Mr. Preston 
and I, when visiting our Philadelphia fri^ids, have often 
spoken of '' our Bishop f so you will find that yoa art 
almost as well known to the members of Mr. Bogenf 
household as to our own family at home. 

Trusting that you may have a prosperous joumeyt 
and a very happy time in Philadelphia, I am 
Ever, with deep respect, 
Cordially yours, 

Esther D. P. Pbestok. 

The Right Reverend Paul Barnabas, 
Bishop of . 

InformcU Irmtatians. 

Informal invitations are always allowable between in* 
^imate friends, the formality or informality not being de- 
cided by the nature of the occasicm, but by the intimacy 
^f friendship and association. 
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(InTitoUon to a chnreli << social.'') 

E. Walnut Lakb, 

Germantown, 

October 11, 1890. 
Mbs. Lescohb: 

Our church *' Society for Christiaa Work " will meet 
in the church-parlors on Wednesday afternoon, the 
twenty-second instant, at three o'clock. I shall be 
most happy to have you accompany me on that oc- 
casion. As it b the regular quarterly meeting, reports 
will be presented from the committees who have had 
charge of oar various branches of work for the quarter 
)ust past. 

I trust that you may become so much interested that 
you will decide to join our Society, and give us the 
benefit of your counsel and assistance. Now that you 
have become a member of our congregation, we hope to 
welcome you as a friend and colleague also. It will 
afford me pleasure to introduce you to several ladies who 
have expressed a wish to meet you. If agreeable to you, 
I will call for you at quarter before three, on WedneS' 
day. 

Very truly yours, 

Annette Rea Lb Roy. 

Mbs. Richard T. Lescomb. 
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(Inrif ation, to an intimate friend.) 

"Idlewild," , 

June 9, 1890. 

Dear Clarissa : 

The Linnet Club will meet here next Thursday morn- 
ing, at eleven o'clock. There will be no regular pro- 
gramme, but I expect several distinguished ladies from 
Boston, who will talk to us for an hour or so on topics 
of current interest. Do not ask who, or what ; I want 
to have a delightful surprise for you. Besides these, 
our old friend Mrs. Burleigh is to be here ; and she 
promises to recite Andrea del Sarto, and perhaps another 
of her favorite selections from Browning. Leslie 
Vaughn will sing, if there is time for it, and Maude 
Carroll's piano solos will fill up any possible gap, though 
I fancy there will be no need of them if my talking 
guests live up to their record for conversational agility 
and volubility. 

Of course you will all stay to luncheon. There will 
be strawberries — ^and other things — ^but especially straw- 
berries, which are this moment on the vines only a hun- 
dred yards away from my library window — little green 
and white balls that will be large and red and luscious 
by sunrise on the twelfth ; when, if nothing happens to 
prevent, I shall have the satisfaction of gathering them 
with my own fingers, before breakfast. At least, such is 
my ideal project. 
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Please briog your box patch-work. We shall have 
our work-baskets as usual, though probably we shall not 
have as much time for such idleness as at our usual 
meetings. But Louise wishes to learn the secret of that 
" box" during such pauses as may occur in the ** feast 
of reason and the flow of soul." 

If you can come early, say about half-past nine, I 
should be glad of your help in arranging the flowers 
and the other little conceits in the way of festal deco- 
ration ; for I want the house to look like a pastoral poem 
to the dust-choked denizens of the town, who will arrive 
by the 1 1 .15 train. 

Let me hear from you by to-morrow if convenient. 
Cordially yours. 

Rose St. Clair Evans. 

Mrs. James A. Fleming, 
E. Willow Street. 



(The same invitation, to a comparatiTe strangrer.) 

Mrs. Russell C. Evans will be pleased to see Mrs. 
Elliott D. Stacy at luncheon, on Thursday morning, 
June twelfth, on the occasion of a social meeting of the 
Linnet Club. 
Hours "Idlewild." 

11 A. M. to 3 p. M. R. S. V. P. 

Informal Programme. 
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{Amswer, U tiie iint) 

E. Willow Street, 

June 10, 1890. 
Mt Dear Bobe : 

Your Linnet Club Social is a charming idea ; and 
how good of you to arrange it just in time to treat us to 
your famous strawberries ! Of course I will come, as 
early as you desire. Is there anything that I cau do in 
the meantime to help you in the evolving of your " pas- 
toral poem "? — or in other more prosaic ways to assist in 
the preparations for entertaining your houseful of guests? 
You know I am always 

•* Yours to command," 

Clarissa. 



("AoceptaBce*^— in reply to the second.) 

Mrs. Elliott D. Stacy thanks Mrs. Russell D. Evans 
for her kind invitation for Thursday, the twelfth in* 
starnt, accepting the same with pleasure. 

Tuesday, 
June tenth. 



(Regret, in reply to the seeond.) 

Mrs. Elliott D. Stacy deeply regrets that an import- 
ant engagement prevents her accepting Mrs. Russell D. 
Evans' kind invitation for Thursday, the twelfth instant 

Tuesday, 
June tenth. 
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(Invitation to a picnic fartjO 

Briertok, — , 

July 15, 1«90. 
Mt Dear Mrs. Wheeler : 

My friends, Charlie Hope and Louis Russell, have 
come out from New York to spend a few dajrs with me, 
and we are going to crowd all the amusement possible 
into the time. We have suddenly decided on a picnic 
at Sylvan Lake Park on Thursday. AH of our family 
will go, with Uncle Reuben and Aunt Ellen — and per- 
haps Mrs. Ross and her niece. We have also invited 
Rob. Raymond and his sisteis, who will doubtless ac- 
cept, and bring with them their guests, some young 
ladies from Brooklyn. 

I am sure our little circle would not be complete with- 
out you and your lively young people ; and we cordially 
invite you all to join us. We shall have two of the 
Franklin coaches for the party. We purpose to start 
from our house at eight o'clock in the morning, spend 
the day at the Park, and return home by moonlight. 

Please do not disappoint us. I should feel that we 
had missed half the pleasure of our outing if. you and 
yours are not with ua. 

Sincerely your friend. 

Will. Bloomfield. 

Mrs. Uobert D^ Wheeler, 
16 E. Tenth St. 
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Letter 8 expressing thanks or appredaiion, 

A message of thanks should be sincere and hearty. 
In order to thb, it is not essential that the occasions 
should be great We can honestly appreciate the 
smallest kindness that is shown to us ; we can even 
thank people for their well-meant blunders, if we gen- 
erously recognize kind intentions, and goodhumorediy 
ignore awkward mistakes. The essential part of thanks 
is given to the social spirit of the favor ; and at no time 
should the selfish advantage that has come to us through 
the proffered kinduess be allowed to appear uppermost 
in our minds. The girl who effusively thanks her 
father for a diamond ring, when he can afford to give 
her one, and poutingly accepts an inexpensive trifle, 
when reverses of fortune limit his purse to that extent, 
is a stranger to the true spirit of gratitude or appreci- 
ation. The " thanks " of such an one, if ren- 
dered into plain English would read : '' I am glad 1 
have got this thing that I want ;" whereas it should be : 
" I am glad that you care enough for me to give me this, 
or anything." 

The style of a message of specific thanks should be 
terse and gracefully complimentary, without fulsome- 
ness or obvious flattery ; and may be thoughtfully ap^ 
preciative, or enthusiastically demonstrative, according 
to the nature of the case. When ** true to nature " 
there is little danger of overdoing in the matter ol 
earnestness of expression. 
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(ExpressinfT thanks for an introduction.) 

Lincoln City, Nebraska, 
September 16, 1890. 
My Dear Mrs. Clay: 

In the few hours of my sojourn here — one of my 
brief pauses while on the wiug — I can write but a few 
words, to tell you that our party had a most enjoyable 

visit at Fort , where your brother, Colonel 

D , as commanding ofBcer, extended us a right royal 

hospitality, I feel that we owe our cordial reception to 
you, for I know that it was your kind letter of intro- 
duction that won for us such a marked degree of at- 
tention. We witnessed the drill and parade, after 
which we were shown everything of interest about the 
Fort and its surroundings. We examined the guns, and 
were patiently informed just how they were to be fired 
if ever it became necessary. Then we gathered grasses 
from the crevices in the walls, to " press ** as mementos; 
and a few innocent grape-shot were distributed among 
those of our number who were not afraid of them — to be 
kept as souvenirs of our visit. An elaborate collation 
was served before we left, at which all of the officers 
were present; and also the charming wife of Captain 
Wilkins,and the wife and daughters of Surgeon Hen* 
dricks, who are the only ladies now at the Fort. 

Altogether our visit was simply delightful, and one 
long to be remembered. 
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Please let me thaok 7011 for haTing made voA • 
pleasure possible for us. 
Believe me 

Ever most truly yours, 

Elizabeth Conoveb DBAYTcnf. 

Miw. Edwin H. Clay, 
Washington, D. C. 



(Tote of Thanks, and aecompanyingr Note.) 

At a meeting of St. Agatlia*8 Society, held on Thurs 
day afternoon, October fifteenth, the following was unan 
imously adopted : 

Besolved: That we extend our thanks to Mrs. 
Hannah More Brown for her interesting lecture-talk on 
the subject of " Child-Life in Oriental Countries.'* 

Besolved: That we request Mrs. Brown to give us at 
an early date, subject to her convenience, another talk 
on some subject relating to her recent sojourn in Mex- 
ico ; this talk, like the previous one, to be for the bene* 
fit of the fund for foreign missions. 

Catherine B. Schbeineb, 

Presidents 
Llket M. Conner, 

Seeretaij. 
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(Hate from the Secretary, ^iclosedO 

Salem, , 

October 1& 
My Dear Mrs. Brown : 

Your delightfully vivid descriptions of "Child Life in 
Oriental Countries" have certainly awakened our very 
deep interest in those little sistenf of ours across the sea. 
The.young ladies of St. Agatha's Society have been im- 
pressed as never before with the actual human nature 
of the myriads of children whom we are too apt to think 
of only as so many odd or grotesque little puppets with 
whom the civilized American child can have nothing in 
common. I am so glad that you were able to talk to our 
Society just now, when we are trying so earnestly to 
awaken a practical interest in missions. One clear pic- 
ture of the actual conditions of things contains the con- 
densed eloquence of fifty sermons. 

I personally express the hope that you will find it in 
your heart, and also within the bounds of your physical 
strength, to give the talk on Mexico. If you but half 
realize how much we want and need it, I am sure you 
will not say no. 

Thanking you very much for my share of your kind- 
less, I am 

Very sincerely yours, 

Janet M. Connes. 

Mrs. Hannah More Brown. 
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(Huuikbig a singer, for a special fayor.) 

19 South St., 

Philadelphia, Pa., 

May 10, 1890. 
Dear Madam : 

Those who were entrusted with the care of making 
arrangements for the funeral of my daughter, have 
doubtless conveyed to you our formal thanks for your 
courtesy in singing on that occasion. But we should 
feel that we had failed to do justice to our own best im- 
pulse if we sent no more definite and personal message. 
Permit me, for myself and family, to express our grate- 
ful appreciation of your sympathetic rendering of " T 
Know that My Redeemer Liveth." Song at such times 
often seems painfully inappropriate ; but the sentiment 
embodied in those beautiful words of Scripture, associ- 
ated, as it is, with music that itself seems inspired, needs 
only such a sweet and spiritual interpretation as yours 
to make it, as it is, the very voice of the Comforter. 
When the shadows fall on your own heart, may the con- 
solation that you have given to others be fully recom- 
pensed to you. 

BespectfuUy and sincerely yours, 

BoBERT L. Kendall. 
Madam Jenny Lind-Bell. 

[Note. — Whether or not the singer was paid for singing on th# 
above occasion is of no consequence. The spirit of thanks con- 
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reyed In this personal note ignores the professional andfinahda] 
riew of the case. In this instance, Mr. Kendall clearly discrim* 
i/iates between the mere falfillment of a contract and the spirit 
in wliich the contract is fulfilled; the former is merely business, 
the latter is the foundation of social appreciation.] 



Letters of Sympathy. 

(Congratulatioix or Condolence.) 

Letters of sympathy are the most exact types of the 
spontaneous. If not from the heart they are idle 
mockery, and were far better never written. A letter 
professing to rejoice or to grieve when no joy or grief is 
felt deceives no one — least of all one who is rendered 
keenly perceptive by his own acutely-stirred feelings. 

Fashion of late years has shown a praiseworthy ten- 
dency to give ear to the counsels of common-sense ; and 
one instance of this is the custom of sending merely a 
personal card to express either congratulations or con- 
dolence—or to return thanks for the same — in cases 
where the friendship of the parties is not close enough 
to make a spontaneous letter, full of real feeling and af- 
fection, the natural and truthful form. Indeed, letters 
of sympathy should never be written unless the spon- 
taneous feeling inspires the writing ; never, when you 
hesitate, and consciously dread the task or duty. In 
auch case your card will say all that you have to say ; 
%nd say it with far more tact than you would be able tg 
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inanifest if you attempted to mann&cture a suitaUe 
state of mindy and to give your more or less artificial 
emotions a mechanical setting-forth in the hackneyed 
phrases of conventional congratulation and condolence. 

When, then, should a letter of congratulation be 
written? When you cannot help it; when the real 
gladness that you feel demands impulsive expression. 

When should a letter of condolence be written? 
When you feel irresistibly drawn to write it ; when the 
impulse is strong within you to go to your friend if that 
were possible. If you can go, and speak the word of 
comfort, or, failing to command words, in dumb sil^iot 
take the sorrowing one to your heart — that is best of 
aU. But when distance separates you, let your written 
words be the wings of your thoughts, to bear your lov- 
ing message to the heart sorely tried. 



(Congrratiilating a parent on a daughter's success.) 
49 South Third St., 

9 • 

Mr. Stephen B. Holcomb. 
My Dear Friend: 
I am greatly pleased to learn that at the recent Com- 
mencement of the School of Fine Arts, your 

daughter Helen received the first prize for her etchings. 
It is quite in the line of my expectations, from what I 
have heretofore observed of her work ; but it la none the 
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leflB gratifying to know that a Board of Judges of un^ 
equalled power of discrimination have assigned her first 
place among a group of ''foemen worth j of her steel." 
Let me congratulate you. The success of your daugh- 
ter in her chosen work must be one of the most gratify- 
ing events to you. If the fact that your friends also 
rejoice can add any measure to your happiness^ accept 
the assurance from 

Your fnendy 

Thomas B. Caldwell. 
Wednesday, 
June 11, 1890. 



f (Congratulating a young man on his approaching mui 
rlage.) 

** The Meadows,** 

Wednesday, the 16th. 
My Deab Walter : 

Few occasions nowadays inspire me to assume the 
burden of leHer-writing. My messages are chiefly sent 
through the medium of younger hands and more agile 
pens. But now and then an event of especial interest 
calls me to leave my comfortable arm-chair on the porch, 
to open the old desk and write " with mine own hand " 
words that I am unwilling to send at second-hand. Such 
an occasion is this, my boy, when word comes that you 
are about to take upon you the most sacred of trusts 
and the most blessed of privileges. From my heart I 
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can say that I congratulate you ; for I know that the 
wife of your choice is as good as she is beautiful, and 
that in her you will find a sheet anchor. You have 
chosen wisely for a useful and happy life. There is no 
such thing as ** single blessedness "; the man who finds 
his " other self" is the only wise and happy man, in my 
opinion. Fifty golden years was this demonstrated in 
my own experience, before my own other self was called 
home ; and now I dwell in happy memories, and wait in 
cheerful hope of a reunion with her who was to me the 
sweetest woman on earth. 

The best wish that I can express for you, my dear 
Walter, is that your domestic life may prove as blessedly 
happy as mine has been. 

With this hope, and my kindest regards to Miss Clare 
and yourself, I am 

Sincerely your friend, 

Abel Worthingtok. 

Mr. Walter D. Northup. 



(Congratulating an inventor on success*) 

19 North Fifth St., 



February 12, 1890. 
My Dear Friend: 

" To the victor belong the spoils," and yet he does 
not always get them, after all ; so that it is a case for 
fpecial felicitation when he does. And I know of noth- 
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ing of tills nature that has been so thoroughly apiece of 
good news to me as to hear that your long studied and 
carefully planned and executed invention has proven a 
success that will at once take the tangible shape of a 
fortune of many thousands of dollars. If anything on 
earth is a man's very own it is the product of his brain ; 
and I rejoice to see the inventor, for once, the one to 
reap the substantial reward of his labor. 

Accept my hearty congratulations. 
Cordially yours, 

Phiup Mayhbw, 

Mb. Oeorqe Stephenson. 



(Conflrratiilating a singer mi her snccessM debuU) 

Wayne, , 

Wednesday, 
November 5, 
Miss Ella Raymond: 

May I add one little afterclap to the storm of ap* 
plause that pronounced the verdict of your success last 
evening at the Academy of Music ? I have often lis- 
tened to your well controlled voice, and felt that its per- 
fect modulations left nothing to be desired ; but your 
singing last evening proved that even perfection may 
grow richer and deeper. 

You are to be congratulated on your successful d^biU 
gs an oratorio singer. If I thought that idl* vanity was 
12 
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your inspintion, the charm of your voice would be loet 
upon me ; but knowing the sincere and unselfish motives 
that have nerved you to fi&ce a public life in the use of 
your talents, I honor your genius and perseverance, and 
rejoice in your brilliant prospect of a well-earned re- 
ward. 

Very truly yours, 

Mart G. Aimwell. 



(Tci a candidate^ eongratulating him on his election.) 

21 Chamber of Commerce, 
Brierton, • 



November 6, — 
Hon. William B. Sentry, 

Mayor-elect of Brierton : 
Dear Sir: 

It may sometimes be a matter of doubt whether an 
entrance upon the arduous duties of a chief magistrate 
is a fitting occasion for congratulations. That you as* 
sume the office of Mayor at a time when peculiarly 
trying complications exist in our city renders this doubt 
prominent in the minds of your best friends. But no 
doubt exists that, however thorny the path in which 
your feet bravely tread, your administration will furnish 
an occasion for all to congratulate the city of Brierton, 
and for its citizens to thank you for the patriotism and 
^blic spirit in which you make the sacrifice of personal 
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i whicli the oonacientioiuperfonnanoe of your official 
duties will demaod of jou. 

My congratulations are for the dty of Brierton ; may 
•he be worthy of her newly-chosen Mayor I 
Faithfully yours, 

Hekbt L. Pbesoott. 



(Sympathtitiig with a fHend^ on the ]o»8 of property 
l^llre.) 

Beverly, New Jebset, 
May 5, 1891. 
Mt Dear Sir: 

The morning papers give us startling reports of the 
forest fires in your vicinity ; and of the great damage 
to property, in which you are one of the heaviest losers. 
I can imagine your distress and despair at the loss of 
your valuable timber and buildings, and extensive nur- 
sery stock. I have wondered whether your fine young 
peach orchard in the clearing has escaped ? It seems 
hardly possible that it should, in the face of such a mer- 
cilesB sweep of flame. 

It is hard enough to see property reduced to ashes 
when the insurance policy is waiting to make good the 
loss; but to stand helplessly by, and see the product of 
months of labor literally *' ending in smoke" under con- 
ditions where no insurance was practicable, is enough to 
make <me desperate. But let me tell you, my first 
thoughts were of gladness — that you and your jQunily 
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are safe, and that your moet valuable household goodt 
were out of the place of danger. You are young and 
strong and ambitious. Do not, then, be overwhelmed 
by this disaster, great as it is ; but be hopeful and cheer- 
ftil, and " try again !" 

I am, as you know, inclined to be practical ; so I will 
only say this : when you have had time to look around 
and take account of stock, and see what you need to set 
you on your feet again, then come to me ; I shall have 
a tangible way of expressing my sympathy. 
Your friend, 

John B. Blunt. 
Mb. Beubek Toiler, 

forrestville. 



(Sympathizing with a friend who is ilL) 

Laureldale, , 

May 28, 1890. 
My Dear Heleke : 

If I could come to you, instead of sending this lifeless 
bit of paper, you may rest assured that I would do so. 
I am very sorry to learn that you are again prostrated 
by rheumatism, and tied hand and foot to your couch. 
Knowing how you had planned to spend the early sum- 
mer weeks, I can understand how greatly you are disap* 
pointed and discouraged at having to succumb to the 
old enemy that has tortured you so many times b«- 
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lore. I hope this attack may Dot prove so severe as the 
last, and that it will soon yield to the treatment pre* 
scribed by your skillful physician. Do not feel de- 
pressed, but hope for the best. 

I am coming as soon as I may to see you. Perhaps, 
with the doctor's permission, we may go to our favorite 
Blue Ridge retreat yet this summer. Let us look for- 
ward to it ; for you may be sure we will not have you 
pining in that brick-walled prison one day longer than 
can be helped. 

Meanwhile, my dear Helene, believe me, I am think* 
ing of you every day, with deepest sympathy for you in 
your painful illness, and longing to hear of the change 
for the better. Be sure to send me word how you are^ 
and whether I can be of any use to you in any way. 
Your loving friend, 

Ruth Allen. 
Miss Heli^ne Dorian, 

North Twenty-First Street, 

Philadelphia. 



(SjmpaiJiizing with a Mend whose child has been dan» 
yeronsly hurt by an accident.) 

Newbern, N. Y., 

April 9, 1890. 
My Dear Mrs. Bennett : 

I am sadly shocked to hear of Harry's accident, and 
wish that I could relieve your anxiety and suspense with 
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reaararing words. I am thankful that he is less seriousl j 
hurt than was at first feared. I am told that the physi- 
cians have some hope of saving his foot ; and if so, it 
will be a matter for deep thankfulness. But even if this 
cannot be, you have your son spared to you, by his al- 
most miraculous escape from instant death. For this I 
rejoice with you. Let us hope that all will be well» and 
end in his complete recovery. 

Accept my wannest sympathy ; and give my love and 
4 kiss to the brave little sufferer. 

Tour affectionate friend, 

Elizabeth C. Rhodes. 

Mrs. Walter P. Bennett, 
Peekskill^ 

N.Y. 



(On the death of a life-long Mend.) 

Portland, Oregon, 

May 28, 1891. 
Dear Clarice: 

Five days have passed by since the message came to 
me that Mildred was at rest. Five times the sun has 
risen to light a restless, struggling world ; five times the 
silent night has brought fitful slumber to weary eyelids; 
and through it all, Mildred sleeps wellt And now an- 
other day has dawned; and again we fi&ll into our places 
In the accustomed routine, wondering how we can, yet 
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knowing that we must, go on, and on ; with the shadow 
on oar hearts, trying to be cheerful for the sake of oth- 
ers whose lives must not be darkened by our private 
grie&. And all day long one thought repeats itselfi 
Mildred rests I How trivial seem our transient cares I 
How purposeless our narrow ambitions ! How fruitless 
the tasks that wear out heart and brain 1 Mildred rests! 

Though so many, many miles away, my heart hasfol- 
lowed you, as the hands moved steadily over the dial ; 
through the hours of solemn pause while the silent form 
lay in the darkened chamber, to the hour when earth 
gently closed over all that was mortal of our Mildred. 

What can I say to you, dear friend of my youth, as 
we grieve together beside the newly-made grave of your 
sweet sister and my own childhood's mate ? What, ex- 
cept to tell you as well as I can how comfort has come 
to my own heart during these slow, sad days since the 
shadow ML 

When our thoughts were absorbed in the battle for 
the restoration of her health, the past and the future 
were almost forgotten in the terrible now, with its hope, 
fear, suspense; its wild shrinking from the ominous 
shadow, its bitter rebellion against the providence that 
pitilessly decreed the end. But the stroke has fallen ; 
the first hour of shock is past. Mildred rests ! Let us, 
too, rest in the Everlasting arms ; and in the silence 
listen for the voices of His angels ministering unto us. 

A strange experience has come to me; strange^ bt* 
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cause from a Bouroe that I do not .ndes<.jia; indepen 
dent of anj conscious activity of my own mind — ^nay» 
in resbtance to my most active mental effort. Why is 
it? I have tried for days to recall Mildred's face as it 
has of late been all too painfully distinct to me — wan, 
thin, and lined with cruel suffering, yet composed in its 
sublime patience ; I cannot picture it — not that face; 
strive as I may, memory refuses to recall those linear 
mente; for ever gliding between me and it, baffling 
my effort to see it, comes another form, another face— 
fresh, rounded, tinted with healthful vitality, bright 
with perfect cheerfulness — Mildred of long ago, as I 
have not recalled her before, for years! A hopeful, 
happy, earnest, womanly girl — thus she comes before 
me every hour; Mildred, with a quiet smile chiding 
my grief; with geutle hand stroking my hair in al 
most playful reassurance; Mildred, so perfectly free 
Crom pain that she seems dreamily surprised that I 
should remember her suffering; Mildred, with the buoy- 
ant, elastic movement of one forever done with doubt, or 
fear of disaster to her perfect peace! At rest I — not in 
nnconsciousness, but in the fullLCss of an untrammeUd 
existence; separated from us by so thin a veil that for 
one intense moment I realize how slight a transition it 
is to pass beyond it I 

To-day I opened the inner drawer of my old rose- 
wood desk, which, from long disuse, contains nothing oi 
later date than fifteen years a&ro. Turning over Us w«i> 
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tents, I came upon one and another trifling memento of 
transient or forgotten things, many of them kept for no 
definite reason, lodged there by the accidental drift of 
the moment's convenience. But under everything else, 
were some crumpled sheets, interlined and retraced — 
"first copies" of some of Mildred's school-girl effusions; 
healthy sentiments of a sound heart and a clear head, 
rejoicing in the beauty of nature, and idealizing life and 
its aims and deeds ; verses that were the natural out- 
burst of song from a tenderly-poetical and gently-loving 
nature. How appropriate each sentiment to the dreamy- 
faced girl who seemed to hover near me as I read the 
closely-written lines —her voice from long ago! Has she 
Indeed lived since then in a hard, selfish world? Has 
she known disappointment, and grief, and pain ? And 
these years that lie between then and now — are they reali- 
ties, or only the phases of a troubled dream ? So, per- 
haps, it seems to her now; her prematurely failing 
health, her pain and weariness, her experience of the 
mockery of her sweet ideals — all these belong to a desert 
stretch of existence across which she has sprung at a 
bound, from the childhood of earth to her eternal youth. 
There is no suggestion of these darker hours in the wist- 
ful, earnest eyes, that are saddened only with a tender 
compassion for our grief; and I almost think her lips 
move, and her voice repeats for our comfort the promise : 
" They shall obtain joy and gladness and sorrow and 
sighing shall flee away/' It is true 1 To my soul oomes 
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borne tlie assurance of the truth that no logic can 
prove, because it lies beyond the bounds of " pure rea- 
son " with its human limitations ; in that higher range 
of spiritual comprehension, where on] j " the inspiration 
of the Almighty giveth understanding." A truth, vital 
and practical, grasped by faith, and almost by sight, so 
real b it to our spirit's consciousuess. 

Does this comfort you as it does me, in the midst of 
the constantly recurring sense of our loss of her earthly 
companionship? Are you not glad, dear Clarice — am 
I not glad — that when the hour comes for us to pass 
* within the low green tent whose curtain never outward 
fwings/' we have the assurance of finding— just beyond 
Ihe filmy line that separates time from eternity — the re- 
alities of which we have here only the imperfect sem- 
blances ; the permanent posreasions of which our fleeting 
treasures have been only symbols ; the unbroken com- 
munion with those whom we love, of which our few 
hours of comfort and many hours of denial have given 
us but a foretaste. 

Mildred rests! not in inactivity. Who knows but 
that her sweet influence may be more to our lives now 
than it has ever been before 1 Who shall say that this 
vivid impression of her nearness is fancy ? To me it is 
a joyfiil belief. 

You have your work to do, I have mine; for we are 
still in the world of time and sense. Let us with whole- 
hearted purpose enter into the duties and the pleasures 
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of the present, meeting each day cheerfully, spending its 
hours rejoicing as becomes the children of the King; 
and when all is done, we, too, may enter into rest. 

Dear Clarice, hand in hand, as ever, let us go, stronger 
Mnd happier for each other's sympathy and counsel ; 
bound together by our mutual joys and griefe, and more 
than all, by our glad faith and hope. 

Your loviDi; friend, 

Stlyia. 



dbyGoogk 



Letters of Oriticism and Adviee. 



It is a thankless task to tell other people their faults, 
or to offer them any suggestions, however plainly you 
may see their need for such disinterested service. No 
one enjoys being the subject of adverse criticism ; and 
only a magnanimous person can receive either criticism 
or advice graciously. When vanity is most eager for 
praise it begs you to "Tell me honestly, do you think 
that I do this well T* Sometimes it adopts a tone of woe- 
ful self depreciation by way of provoking a flattering 
protest from the public ; but how rarely its face lights 
up with grateful appreciation when you " honestly " — 
though with polite reluctance — answer that it " does not 
do well." The old experience of Gil Bias with the Arch* 
bishop is one oft-repeat.ed in the social world. People 
ask for criticism ^ hen they desire commendation ; they 
ask for advice when they want unqualified indorsement 
of their own predetermined plans. It is not strange that 
the majority, when thus appealed to, take refuge in the 
ambush of hypocritical approval, instead of "honestly" 
telling what they think — only to be thoroughly hated 
for their pains. It takes a very unselfish person to be a 
188 
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&itbfal GQtio — a very discreet person to be a nseftil 
critic. 

A letter of criticism or advice is never in order unless 
the relations existing between the parties give the writer 
his warrant to speak thus freely. An unwarranted let- 
ter of criticism or advice is merely a very disagreeable 
ferm of impertinence. 

Parents have an undoubted right to criticise and ad- 
vise their children. Teachers, within the scope of their 
relations to their pupils, have a similar right. Close 
friends may, on occasion, claim a like privilege. Older 
people may offer counsel to younger people in mattem 
wherein age and experience count for wisdom. In 
emergencies, any one may obey his instinctive impulse 
to give counsel to any one else who stands in need of 
caution or advice. Such a case is a severe test of dis- 
cretion. It may be intrusive to speak ; it may be cow- 
ardly to keep silence. 

In every case, the dispassionate judgment and the 
unselfish motive of the writer must be evident. Petulant 
fault finding is not criticism ; fretful suggestions are not 
advice. 

A letter of this character should be pointed and fear- 
less in style. However severe the message, the facts 
should be a sufiicient apology. The writer having as- 
sumed the office of critic or adviser, should maintain his 
position unflinchingly, preserving his self respect^ and 
oommanding the respect of his correspondent. 
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(From A choir ftoprano, eritkisini^ the conduct of tiM 
tenor, and entering * complaint to the clioir master.) 

68 North Lake Street, 

Gramptown, , 

^ December 8, 1890. 

Dear Sir : 

Doubtless you were surprised and exasperated at my 
confusion and blunder in the solo phrase of the Te Denm, 
in the service yesterday morning. That you did not in 
the least suspect the cause of the disaster was evident 
from the expression of your fiwe when you bent yout 
critical gaze upon me. 

I have borne for weeks a constant, and, I fancy, ma* 
licious, annoyance, that has marred the progress of re- 
hearsals and interfered with the proper rendering of my 
part in the service ; but hoping that you would observe 
it yourself and reprimand the offender, I have deferred 
making any complaint I refer to the disorderly be- 
havior of the tenor, Mr. Clarion, whose irreverence and 
ill-manners combined utterly unfit him to sing in a choir 
ostensibly assembled for sacred worship. To be ac- 
counted a wit appears to be Mr. Clarion's chief ambi- 
tion ; to which end he indulges in whispered comments 
calculated to distract attention and provoke laughter. 
His witless ridicule of the service is little less than blas- 
phemous, and his personal jibes are often so rude as to 
arouse the bitter indignation of not only myself but 
•ther sin^erg whom he does not scruple to criticise within 
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earshot, either pointedly or under the flimsy cover of . 
innuendo. I seem to be the especial object of his attack 
when he thus amuses himself to while away the tedious 
hours of morning prayer. Can you wonder that I often 
fail to sing with either the spirit or the understanding ? 

If I supposed that you were fully aware of Mr. Cla- 
rion's conduct I should say nothing; my resignation 
would be the sole message that I could send to you. But 
your position at the organ obviously prevents you from 
seeing or hearing these things, which are done for the 
most part under cover of the full organ, and probably 
known only to the immediate sufferers from the inflic- 
tion. 

As you know, I can ill afford to dispense with my sal- 
ary as soloist of the choir. To give up my position would 
mean a pecuniary loss to that amount. I think it would 
be most unfair for me to suffer such loss through no fault 
of my own ; yet, unless the tenor role can be filled by a 
gentleman, I cannot longer continue to fill the r61e of 
soprano. I feel sure that when you are acquainted with 
the facts you will either control the behavior of Mr. 
Clarion, or accept his resignation. 

Respectfully yours, 

Celeste Tremolo. 
Mr. Bourdon Diapasok, 

Organist and Choir Master, 

8t Philip's Church. 
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{B/ffflj to Celeste Tremolo.) 

19 Eniqht Street, 

Gramptown. , 

December 9, 1890. 
Miss Tremolo: 

Your note of yesterday is received, and I hasten to 
assure you of my deep regret that you should have bomt 
for a single day the impositions of which you complain. 
As you say, my responsibilities at the organ leave me 
little opportunity to observe what takes place in the 
choir during the active portion of the service. This ex- 
plains my ignorance of a course of conduct that has 
been so well concealed from general observation, and so 
concentrated in its power to annoy the few. 

Your embarrassing mistake in the solo on Sunday 
morning certainly surprised and puzzled me at the time. 
It may be some satisfaction to you to know that you were 
not the only one to observe the act of Mr. Clarion in 
jolting your book- rack just at the critical moment when 
a difficult passage required careful and exaot reading. 
The Rector, attracted by some unusual sound, turned to 
look at the choir just in time to see the apparent acci- 
dent, and he immediately grasped the whole situation. 
As a result, I have to-day received from Rev. Dr. Sevier 
a polite but unrelenting request for Mr. Clarion's imme» 
diate dismissal from the choir, on the charge of conduct 
unbecoming a gentleman. Your message would havf 
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been sufficient to bring me to the same condosion if the 
Rector's request had not already settled the point. 

I am happy to say that Mr. Clarion's place will be 
filled by Mr. Melodio, recently the tenor of the Fifth 
Presbyterian Church choir, and a gentleman of unques^ 
uoned culture and breeding. 

Respectfully yours, 

Bourdon Diapason, 
Choir Master of 
St PhiUp's Church. 
MiBs Celeste Tremolo. 



(From a Preceptress, to a yomig ladj pupil whc |um 
irrown negligent of study.) 

Riyerbank Institute, 

Monday, December 9. 
Mt Dear Charlotte : 

Do you remember when I told you last year thai 
* every * exercise * that you wrote marked a distinct step 
in your progress? — that not a day passed without some 
record of your advancement ;* and once you playfully 
retorted by asking me if you were " like a gourd vine, 
growing ten inches a day." 

My perfect satisfaction with your study and systematic 
work last year, may account, in part, for the grave dis- 
appointment that I have felt when noting your apathetic 
work of late. 
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But it is not of the effect that I wish to speak, but of 
irhat I recognize as the palpable cause. 

You haye this year formed a friendship for a class- 
tnate, a new-comer, brilliant, agreeable, magnetic ; one 
calculated to be a leading spirit among her young com- 
panions ; one who will in many ways lead them credita- 
bly ; one whose good intentions no one will be unkind 
enough to question ; but who, herself accustomed to de- 
pend largely on her native brilliancy, has therefore little 
appreciation of the merits of hard work, or the need of 
it to the majority of students. She has singled you out 
for her favorite, and keeps you at her side in a genial, 
social way that has proven fascinating to your responsive 
nature. Your time and thoughts are given to her, and 
the projects for recreation that she always has abundant 
leisure to carry out ; for it makes little difference to her 
if her " essay " is left until the last moment ; she hurries 
it through at lunch time, and succeeds as well with it in 
that impromptu fashion as she probably would in any 
other way. But you cannot follow that method ; you, 
whose habit it has been to outline carefully, and correct, 
revise, prune, and polish until scarcely a fault was left 
for my blue pencil to mark, you cannot write essays at 
lunch time, and preserve your standard of composition. 

I have felt compelled to speak to you of this absorb- 
ing friendship, and its evident effect to take the solid 
purpose and energy out of your method of study ; and 
especially I must caution you against one drift of th« 
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influence. Among your school-friend's other tnuts maj 
be discovered a tendency to flippant sentiment and flirta* 
tion ; and already she has wasted much valuable time in 
the desultory society of Mr. Doolittle, whose indolent 
life leaves him at liberty for this form of amusement 
That she should fritter away her time with him is not so 
surprising ; but when she induces you to bear her com- 
pany in entertaining him, she is adding one more frivol- 
ous diversion to the many that she has already provided 
to draw you away from the straight line of progress to- 
ward a creditable graduation. 

I am sorry to be obliged to tell you in all sincerity 
that I cannot see that you have thus far made one step 
of progress this year. You were on an excellent plane 
at the close of last year. Perhaps you have not retro- 
graded, except in the way that one must who fails to 
advance when progress should be made. Your essay 
this week shows no advancement, either in thought or 
in expression, over the essays written six months ago ; 
and whereas formerly every manuscript that you pre- 
pared was neatly written, folded and marked, you oflien 
now ofier me a paper hastily finished in lead pencil, care- 
lessly folded, and otherwise bearing the marks of an ab- 
sent-minded or indifferent preparation. 

Now, my dear Charlotte, I do not wish to say one un- 
kind word of your friend and classmate, but I protest 
against your being at the mercy of her reckless leader- 
•hip. C^e is brilliant ; she will graduate, no doubt, and 
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thereafter shine more effectively than a dozen of her 
most pains-taking felIowH9tudents. She is agreeable and 
attractive ; and she is conscious of her power, and fond 
of asserting it. But she is not the proper leader and 
controlling influence for you ; and I beg of you hereafter 
to make her society, her friendship, her suggestions, and 
her plans for and with you, all secondary to the prime 
consideration which you owe to yourself as an earnest, 
conscientious student. Come back to your own high 
standards, and keep only so much of the friendship of 
others as they are honest and unselfish enough to give 
you without demanding immeasurable sacrifices in re- 
turn. Come back to the old time habit of daily mark- 
ing the steps of your progress, and so bring your work 
to the standard it should reach by June of '91. 

I have faith in your good sense ; and I also believe 
that your faith in my sincere interest in your welfare 
will incline you to listen to my criticisms without resent- 
ment, and cheerfully to accept the advice that I offer. 
If I can in any way help you to mark out your course 
of conduct so that you can declare your independence 
->f an indiscreet leader, without giving offense to an 
agreeable friend, I shall be glad to do so. I hope we 
may soon witness a return to the good old methods tiiat 
made your scholarship last year so creditable to yourself 
and so gratifying to your instructors. 

Accept these suggestions with the kindest regards of 
Your teacher, 

Miriam Though 
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LeUeTB of Oattantry. 

Letters of gallantry are those that belong to the asso- 
ciation of men and women in refined social life. Such 
letters express all degrees of regard and admiration, 
from the merest chivalrous courtesy that any man may 
show to any woman, to the marked preference that 
trends toward a matrimonial choice. 

But letters of gallantry are not love letters. True, 
they may express a kind and degree of regard that is 
proper and right only under conditions where matrimony 
is a possible and permissible sequence, and when other- 
wise they would be merely the exponent of a reprehen- 
sible flirtation — that most vulgar and unprincipled of 
social mistakes. But no matter what its tone and de- 
gree, no letter is a love letter except when written under 
recognized and accepted conditions. '* Love-making " 
of a desultory and inconsequent character may be car- 
ried on by means of fulsome letters wherein an u!^scru- 
pulous man avoids " committing himself," while under 
the semblance of an honest lover he wins the loyal heart 
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of an ansnspectmg girL Such letters are an uumlt to 
womanhood, so recognized when their cowardly aim and 
dastardly effect are realized. Similarly, a coquette may 
trifle with the affections of a true-hearted man, writing 
to him artfully-contrived messages that seem to express 
the tenderness of a womanly heart, but really contain — 
nothing. This kind of correspondence has no place in 
the social scheme of honorable and well-bred people. 

It is a safe rule to regard all gallant letters as mere 
euphuisms, and answer them in kind; leaving serious 
interpretations for letters of straight-forward manly 
avowal. 

Meanwhile, the delicate compliment of a gallant letter 
is very pleasant Mingled, as it often is, with a touch of 
real friendship, or a spice of keen wit, it gives a phase 
of inspiration to social life that no other kind of letters 
can give ; and when controlled by the dictates of good 
sense, good breeding, and good principle, it is a powerful 
factor in the development of the graces of character in 
both men and women, a social influence that no one can 
fail to appreciate. 

A man never appears to better advantage than when 
gracefully paying tribute to womanly worth; a lady 
never appears more gracious than when awarding praise 
to manly achievement. In view of the personal charm 
with which it invests the individual, I wonder that so 
few men exert themselves to shine in the field of gallant 
oorrespondencei so few women train themselves to wield 
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ft graoefiil pen in response to gallant messages. Perhaps 
it is because the mistake prevails of assuming that such 
letters are love letters, or liable to be construed as such. 
They are nothing of the sort. While they may be allied 
to the sentiment of love, they — with equal likelihood- 
may bear not the slightest relation to love or marriage, 
but simply exemplify the fact that the days of chivalry 
are not past. 



EXAMPLSB. 

Invitations to drive. 
1. (FormaL) 

Will Miss Arthur hon4r Mr. Allyn by accompany- 
ing him on a drive to Fnnklin Beach this morning ? 

If agreeable to Miwt Arthur, Mr. Allyn suggest** 
half-past nine o'clock as a desirable hour to start. 

Tuesday Mornimif. 



2* (Informal*) 

My Dear Miss Arthur : 

Will you help me to make the most of this beautiful 
morning by accompanying me on a drive to Franklin 
Beach ? It will be an especial pleasure to me to intro- 
duce you to the ne •»; Boulevard, which I think you have 
not yet driven o<^/. The distance to Franklin is about 
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eight m3e0 ; but by the somewhat cireuitoiis roatey and 
the beach drive besides, we shall have at least twenty- 
four miles of driving. It will be desirable to start as 
early as half-past nine, in order to have the finest part 
of the morning for our drive. 

If agreeable to you, I will call for you at that hour. 
Please do not say that you cannot go ; or I shall think 
that the sun has suddenly ceased to shine, and that it is 
not such a gloriously pleasant day after all I 
Yours truly, 

Philip Allyn. 

MissMabie Abthub. 



Answers* 

1. (FormaL) 

Miss Arthur accepts with pleasure Mr. Allyn^s polite 
invitation to drive this morning, and will be ready at 
the hour suggested. 

Tuesday Morning. 

Or, 

Miss Arthur regrets that other engagements this 
morning prevent her accepting Mr. AUyn's polite invi- 
tation to drive. 

Tuesday Morning. 
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8. (iBfiniBaL) 

•'WhstLawh,*' 

Tuesday Morning. 
0EAB Mb. Allth: 

How did you know that I was longing for a breezy 
drive this morning? Thank you, very much; let the 
sun continue to shine, and let it still be accounted a 
pleasant day — ^for I am, most assuredly, going. 

Sincerely yours, 

Mabte Aethub, 
Mb. Philip Allth. 

Or, 

•'WestLawn,'' 

Tuesday Morning. 
Mb. Allyn: 

Your kind invitation to drive would be accepted with 
pleasure if it were not that I am obliged to remain at 
Vome this morning to receive guests who will arrive by 
the 11.15 train from New York. 

It is certainly a glorious morning, and a drive to 
Franklin would be simply ideal. Thank you very much 
for your wish to share it with me. 

Regretfully yours, 

Mabie Abthub. 
Mb. Philip Allyn. 
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biltatiaii to tbe Opera. 
1* (ForroaL) 

Will Miss Belford do Mr. Stockton ihe honor to ao* 
companj him to the Academy of Music on Tuesday 
evening next, to see The Grand Opera Company in />0r 
FreuchtUzf 

Thursday Morning, 
January 16. 

Answers* 

Miss Belford accepts with pleasure Mr. Stodcton's in^ 
yitation for Tuesday eyening next 
Thursday. 
Or, 

Miss Belford regrets that she is obliged to for^o the 
pleasure of accepting Mr. Stockton's polite inyitation 
for next Tuesday evening. 

Thursday, 
January 16. 

2. (InformaL) 

191 E. Seventh Stbeet^ 

Thursday Morning. 
My Dear Miss Belford : 

The Grand Opera Company programme for next week 
\a announced this morning. Your favorite, Der Fret 
9chutz, is to be presented on Tuesday evening; 
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May I bsve the pleasure of escorting foa to the 
Academy on that occasion? You taught me to appro* 
ciate the smiles and tears of Von Weber ; and I particu* 
larly wish to listen to this — his masterpiece — ^in your 
company. With the intensely selfish hope that no one 
has preceded me in securing this coveted privilege, I am 
Most sincerely yours, 

Maxjbi(»6 Stockton. 
Miss Habbiet Belfobd. 



Answer* 

167 Laubel Stbeet, 



Thursday. 
Deab Mb. Stockton : 

I shall be happy to accept your invitation to attend 
the performance of "/)er Freischutz** next Tuesday 
evening. 

I have long looked forward to the opportunity — so sel- 
dom given us— of seeing this opera well rendered. In 
view of our recent reading together of the pathetic life 
of Carl Maria Von Weber, it is peculiarly pleasant to mt 
to be indebted to you for this thoughtful invitation. 
Very truly yours, 

Habbiet BelfobDw 
Mb. Maubice Stockton. 
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(WMi A MrtM^ gift Of flowm.) 

Hotel Lafatetti^ 

May 1, 189a 
MibbHabtlet: 

In remembranoe of your birthday, may I send yoo 
these flowers to crown you " Queen o' the May **f 

That the fragrant blossoms may symbolize all blessings 
which " the slow, sweet hours that bring us all things 
good " may bring to your happy future, is the earnest 
wish of 

Tour sincere friend, 

Felix BoicAiVB. 
Miss Isabel Habtlet. 

(AHswen) 

^— West Spbuoe Stbeet, 

May 1, 189a 
Mb. BoicAiNE : 

That so insignificant an event as my entrance upon 
the stage of life should mark a date to be commemorated, 
is each year an occasion of grateAil surprise. But, ac- 
cepting the rare sweet symbols of your regard and good 
wishes, I feel inspired to try to make the future better 
worthy the complim^t of your kind interest and re- 
membrance. With thanks for your thoughtfiilnesB, ] 
am 

Sincerely yours, 

.. _ _ Isabel Habtlst. 

Mb. Feux Bomaieb. 
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(BeqaMttng a ladj to annotate a f arorlte book*) 

Laubkldalb, ^ 

Wednesday, June 4. 
Mt Dear Miss Lucile : 

You may remember that you promised, not long ago, 
to mark my copy of " Lucile," so that my second pe- 
rusal of it should be with '' marginal notes " from the 
pea of Lucile Evans. I send the book herewith, asking 
you to make your promise good when convenient and 
agreeable. As you know, my opinion of your poetical 
namesake is not so enthusiastically complimentary as 
yours. She is not my ideal Lucile (with whom she has 
doubtless suffered in comparison), but perhaps after you 
have interpreted her for me something like yourself may 
shine out in her thus far uncomprehended character, and 
account for the strong bond of sympathy between the 
two Luciles. 

With the full expectation of thinking just as you do 
by the time I finish your commentary, I am, poetically, 
Your devoted disciple, 

Robert Sinclair. 

Miss Lucile Evans. 



(Invltinsr a lady to attend a series of soientifle lectures.) 



Wednesday, January 2% 
Dear Miss Cloud: 

I have just learned from President Work, of the 
Academy of Sciences, that Professor Herschel, of — 
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nnireiritj, is to give his series of lectures on The Sm^ 
in this city on Thursday evenings in Febraary. 

If agreeable to you, I should be most happy to have 
the honor of your company in attending the series. The 
subject is a little heavy, but Professor Herschd makes 
it very entertaining as well as instructive; and with 
your well-known proficiency in Astronomy I am sure 
you would find it a rare treat ; while I should account 
myself especially fiivored to have for my associate lis* 
tener a lady so well informed and so appreciative as 
yourself Sincerely hoping to have this great pleasure, 
lam 

Faithfully yours, 

JohkSibiub. 

Miss Stslla Cloud. 



(To a lad j^ sending a portfolio of ferns.) 

Presoott, AmzoKA, 

August 16, 1890. 
My Deab Miss Lobing : 

This same mail will carry to you a portfolio contain- 
ing ferns, which I gathered and pressed for you during 
my recent camping out in the Grand Cafion. Perhaps 
they may serve to remind you of one who is away in the 
heart of the continent, but not so &x away that he can 
forget his friends on the Atlantic shores. The resolute 
purpose that brought me to this remote interior region, 
and that inspires me to remain until it is accomplished, 
^ all that subdues the. feeling of home^fc^gsj^jyfegj^I 
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think of tibe tvro thousand miles that stretch between 
me and what I hold most dear. 

My new surroundings do not divert me^ for with the 
discovery of every object of interest and wonder, comes 
the impulsive wish that you, too, were here to see '* Na- 
ture in her wildest moods." These feathery ferns may 
not, in themselves, represent the rugged grandeur in the 
midst of which they grew ; but let them symbolize the 
gentle memories of you that have found place day by 
day in the midst of the rugged thoughts that practical 
business forces me to entertain. 

That you may be having a most delightful summer at 
your favorite resort by the sea, and that you will not 
quite forget your " bold mountaineer,'' is the wish of 
Your lifelong friend, 

Laubencb MoKbnzib. 

Miss Eleanob Lorikg. 



(Reply to Mr. McKenzie.) 

Manchester-by-the-Sea., 

August 23, 1890. 
Dear Mr. McKenzie: 

Your kind letter reached me on Thursday, and on th« 
following morning the portfolio arrived, in perfect con- 
dition, notwithstanding its long journey over mountain 
and plain. The ferns are beautiful ; and the arrange* 
ment and mounting of the several specimens reflects 
credit on your skill and taste. I shall give them an 
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honored place in my herbarium, and shall prize them 
▼ery much. 

In return, *may I send you some tiny specimens of 
seaweed and shells which I found in the pools among 
the rocks when the tide went out? Perhaps if you listen 
attentively, they may tell you what they overheard in 
the conversation of a group assembled in our balcony 
only a few days ago (about the time that you were writ* 
ing to me), and who were talking of '' old times ** and 
•* Laurie *' McKenzie. I will not tell you what we said 
— ^Ethel, and Jennie, and Millicent, and I9— but leave 
you to speculate. We all miss you very much, and shall 
be glad when the completion of your business permits 
you to return to our midst In the meantime your far- 
off friends bid you God-speed in every noble enterprise 
of your ambitious life, and assure you that your place 
in their thoughts is never vacant. 

Thanking you for remembering me so kindly I am 
Ever sincerely your friend, 

Eleanob LoBnra. 

Mb. Laubenoe MoKenzie. 



(Requesting an exchange of Mendl j letters.) 

S5 Lane Street, 

Bbiebtok, , 

May 5, 1891. 
Miss Tracy: 

Our party sail next Wednesday, to be abroad for 

•everal months. Our time will be spent chiefly, in^ihe 
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north of Iieland and in Scotland, the journey indadmg 
a trip to the Hebrides. 

Of course I shall write to mother and Frank ; and I 
should be delighted if I may also send you a line ocean 
sionally, if the privilege carries with it the corresponsive 
one of receiving a message from you now and then. I 
should feel loath to leave these shores knowing that I 
should not hear from you during all these weeks. Please 
promise me the pleasure of exchanging messages with 
you while I am absent ; who knows but that it may in- 
spire me to do something brilliant in the way of *' for- 
eign correspondence "? At least, it will make me very 
happy ; has that consideration any weight with my friend 
Ijouise ? 

May I know your answer to-day f 

Yours in suspense, 

Habbt Littlefield. 
M188 LouiBB Tracy. 

(Answer to Mr. Uttlefleld.) 

19 Blake Stbbbt, 

Briebton, *— -, 

May 6, — . 
Deab Habbt: 

Of course you may write to me ; I shall be delighted 

to have a " foreign correspondent," — ^that is, if you do 

not repent of your bargain when you find how little 

time a tourist has for letter-writing. In such case I wiU 
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foigive you; but if yoa write» I shall be glad to heaa 
from f OIL 

Wishing you a pleasant voyage and the very beet of 
good times exploring Her Migesty's domains, I am 
Cordially yours, 

LouisB Tract. 
Mr. Harrt Lettlbfield. 

(Omplimenting alady on her social taet.) 

Senate Chamber, 

WASHINGTOIir, DoQ. 29* 
Mt Dear Mrs. Wobthingtok : 

I feel impelled to write to you, and express my ad- 
miration of the manner in which you last evening steered 
the social ship away from the rocks that constantly 
threatened its destruction. To descend to the literal^ 
your management and leadership of the conversation at 
your dinner table, last evening, was all that averted an 
open display of ill-will between two of the number pres^ 
ent, who have unfortunately become involved in a bitter 
feud, which fact they have not the self-control to hide 
on social occa^ons. Your graceful ignoring of the em 
barrassing conditions might have indicated entire igno* 
ranee of their existence, if it were not that such peerlesa 
generalship proves a thorough knowledge of the sitoi^ 
tion. 

In the course of a long public life I have never ob* 
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served any instance of social diplomacy that I so longed 
•to " cheer to the echo." I congratulate you upon the 
possession of a gift granted to so few — even of your 
gifted sex ; and I also felicitate Secretary Worthington 
on the fact that in the discharge of his official duties his 
masterly discretion is ably sustained by that of his tal^ 
snted and accomplished wife. 
With the highest respect, believe me, Madam, 
Most sincerely yours, 

Henby Clat Bvusssu 
Mrs. Thomas 6. Worthingtok, 
Washington, D. (X 
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Of all letters of affection, no letter is so far beyond 
the pale of dictation as the real love-letter. It repre- 
sents the most sacred sentiment, the most reserved 
thought. It is what one has to say to one alone ; it is 
the impulsive interchange between 

** Two souls with but a smgle thonght» 
Two hearts that beat as one.'' 

Who else can tell them what to say to each other T 

But some one may ask, What of those whose bond ol 
mutual understanding is not yet made complete ? What 
of the lover on whose stammering tongue the fateful 
question lingers yet unspoken 7 How shall he write the 
message that shall declare his heart's desire and hope ? 

Briefly, I would answer, do not write any such mes- 
sage. Gk), yourself, and let your voice give utterance to 
your thought, while every line of your face interprets 
the sentiments that your words convey. Never write a 
letter of " proposal." 

But still it may be urged that many miles may sep« 
arate the lovers, and the post-office may be the only me- 
dium of communication. If so, it is an unfortunate 
alternative ; but if you must write, do so ; but strive for 
no "effects." Give your impulsive wish spontaneous 
expression, and let the truth of your feeling show in the 
unaffected simplicity of your language ; and trust the 
responsive heart of your chosen one rightly to oompi^ 
bend and reply. - Digitized by v^OOgie 
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At the same time let it be remembered tbat perfect 
structural accuracy is imperative in this style of letter, 
A commonplace error in composition may hopelessly 
disenchant a lady of cultivated taste. Just at the mo- 
ment when she is most disposed to worship her hero she 
is chagrined to find him belittled to the stature of a very 
ordinary man, by some display of ignorance or other 
limitation that shows most ludicrously in contrast to 
the grand ideal of him which her adoring imagination 
has conjured up. A suitor once wrote, " Since you have 
went away, the world is a blank to me." It is needless 
to say that she has never " came " back — to him, the 
^ moods and tenses" being a sensitive point with her, I 
verily believe that if he had used the perfect participle 
In its proper place she would have returned. So slight 
a thing may turn the scales; and yet, not a slight thing 
either; for it speaks volumes of the character and hab- 
its of the writer. 

EXAMPLES. 

1. (Urging a final reply to a marriage proposal previ* 
OQsly made.) 

Grafton, , 

Wednesday, the 16th. 
Eloise : 

Will you not write to me and give me the answer for 
which I have waited so long? You know that I sin- 
cerely love you. The first time that I met you, you won 
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mj heart. Tour sweet face and voice, your grace and 
good senseicaptirated me. I have thought of you ever 
since. For two years not a day has passed when you 
were not in my conscious remembrance. In the midst 
of business cares and ambitions, my chief inspiration has 
been the hope of some day having your constant pres- 
ence and sympathy. No cloud has ever come between 
us ; I feel assured of your friendship, but I earnestly 
desire to possess not only your friendship but your love. 
Faithfully yours, 

StEPHEK GRA.VES. 



(Answer— Acceptance.) 

Dear Stephen : 

Your latest message is received. I have not purposely 
delayed my answer ; but I cannot write all that is in my 
heart, so will not try. Yet, what need I say, except to 
tell you that I am glad to be, now and evermore. 

Your own 

Eloiss. 



(Answer-^BeJection.) 

Mr. Graves : 

Most reluctantly I reply to your note just received. 
It is a sad thought that I must even temporarily give 
pain to one who sincerely loves me. I have tried to dis- 
courage your hope before it should become so strong 
that its denial could greatly affect your happiness, oi 
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oauie a shadow to &1I on our hitherto unclouded friend- 
ship. I trust that you may'soon realize, as I do, how 
unsuitable our marriage would be, notwithstanding our 
high regard for each other. Do not think too sadly of 
it. Believe me, I shall rejoice when I know that you 
have made another and a happier choice. And always 
I shall be, unchangingly, 

Your friend, 

Eloise Farnham. 



2. (Renewing* a suit that haa been nnfayorabl j reeeiyed.) 

Cecile : 

When I lefk you yesterday, I was feeling bitterly hurt 
by your petulant and satirical answer to my sincere 
avowal of my love. At the time I felt that, no matter 
how gentle and winning your next mood might be, I 
could never renew a suit that had met with such a cruel 
rebuff. But second thoughts ai« best ; I cannot give 
you up ; and I am willing to believe that it was through 
some fault of my own that you were led to answer me 
with such sharp decision. I cannot help thinking that 
you did not really mean to be so positive as your words 
implied. With an earnest hope that this may be the 
case, I once more beg you to accept my heart and my 
hand. 

Yours, in suspense, 

Felix Everard. 
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(Answer— XJnDiTorable.) 

Mr. Everard: 

It is with deep regret that I find it neoessary to repeat 
my decisive refusal of your proposal of marriage. If 
my abrupt manner yesterday offended or pained you, I 
can only plead the shock of surprise which your ques- 
tion gave me, as the excuse for my hasty and incoherent 
reply. Until you spoke, no thought of your intention 
had entered my mind. Now, as I look back over the 
weeks of our association, I can see where, in my selfish 
thoughtlessness, I may have seemed to give you encour- 
agement, when, in reality, nothing was further from my 
thoughts. I beg your forgiveness, if in any way I have 
trifled with a feeling the sincerity of which I never sus- 
pected. 

With deep respect, and best wishes, I am 
Sincerely yours, 

Cecile Maron. 



(Answer— Favorable.) 

Pelix: 

Second thoughts are best. Come back, and let me 
tell you what my second thoughts are — ^that is, if you 
will forgive all the unkindness that was implied in those 
inconsiderate first thoughts which drove you from me. 
Your repentant 

Cecile. 
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8. (From a diffident suitor.) 

My Dear Miss Grace : 

I have tried in vain to speak to you of that which is 
nearest my heart. Sometimes, when I would have ap- 
proached the subject, your merry rejoinders have seemed 
designed to discourage all attempts on my part to speak 
seriously. Again, when your mood was more earnest, 
and I have thought that the favorable moment had ar- 
rived, I have found it impossible to express my thoughts 
in suitable words ; and an awkward silence has ensued. 
And yet, have you not known that my silence was filled 
with an intense thought of you ? I love you, and my 
cherished wish is to win you for my wife. 

Is it cowardly in me that I have not dared sooner to 
learn my fate? I have had little hope — so little that 
even suspense seemed less intolerable than the chance of 
total repulse. Pardon my awkwardness, and think only 
of my intense earnestness and unchanging love. Please 
write, and tell me that I may come to you, to hear from 
your own lips a willing yes. 

Frederic. 



, (Answer— Favorable.) 

Dear Mr. Meeker : 

Your letter has made me very happy. I will admit 
that I have not helped you in the least to overcome the 
diffidence that has so long kept you silent. Perhaps it 
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was wrong for me willAiIlj to interpose a frivolous bar* 
rier to your earnest purpose ; but please forgive the im- 
pulse of coquetry in a mischief-loving girl who all the 
time loved you very dearly. You may come when you 
will, and then — I will answer your question. 

Gbace. 



(Answer— UnfavorableO 

Mr. Meeker : 

I deeply regret that my efforts to save you the embar- 
rassment of a direct refusal have been ineffectual. I 
have tried at all times to show you that I regarded you 
merely as an agreeable social acquaintance. You,, your- 
self, admit that I have not deceived you with false hopes. 
That you have, notwithstanding, cherished so deep a re- 
gard for me is a fact that I deplore, since it must simply 
grieve us both ; but I trust that further reflection will 
convince you that you have mistaken the nature and 
degree of your interest in me ; and that after all some 
other one may more worthily fill this place in your heart 
and life which I must regretfully decline. 
Sincerely yours, 

Grace Cameron. 



4. (A proposal indicating a pmd^t choice.) 

Dear Miss Cloud : 

Having had many opportunities to observe you, in 
your own home and elsewhere, I have learned to regard 
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jon 88 the realization of my ideal of what a womai) 
should be. My heart I have given into your keepings 
and now I ask you to give me yours in return. Will 
you become my wife, and the honored queen of my homef 
If so, I shall be the happiest of men ; and I promise to 
do all in my power to make you the happiest woman on 
earth. May I kno^ your answer soon ? 

Devotedly yours, 

John Steadfast. 



(Answer— Favorable*) 

Dear Mr. Steadfast : 

Your message has greatly surprised me; for I did not 
dream that so grave and earnest a man as you are, could 
see anything to approve in my insignificant little self; 
least of all, that you should wish to place me in the re- 
sponsible position that your wife must fill. I am almost 
afraid to say yes, lest, after all, you may be disappointed 
in me ; and yet, I do care very much for you, and I now 
know that I should be very unhappy if I were compelled 
to say no. How can I decide in such a dilemma? Ad^* 
vise me, and I will abide by your judgment. 

Fannie. 



(Answer— Unfavorable* 

Mr. Steadfast : 

I appreciate the compliment that you have paid me 
in your message. To be your choice would be an honor 
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to any woman. You know that I could never bestow 
my hand where my heart could not go with it Much 
as I respect you, I do not love you, and therefore I musti 
in justice to us both, decline your courteous offer. 
With sincere regrets, I am 

Yours very truly, 

Fbances M. Cloudw 



5. (From a sedate^ elderly gentleman.) 

Dear Katherine: 

When I reflect on the fact that you and I are about 
equally alone in the world, and remember how often we 
have found comfort in each other's sympathy and coun- 
sel, I cannot help wondering whether we might not both 
be happier if instead of each living on to a lonely old 
age, we should join hands and walk together down the 
declivity of life? What say you? Will you take my 
hand, and give me yours, for the years that remain, 
knowing that a deep and abiding afiection prompts my 
offer? 

Faithfully yours, 

Benjamin True. 



(ABSwer^-FaTorable. 
Dear Mr. True : 

Your frank proposal merits a straight forward answer. 
I accept your offer, with sincere appreciation of the re- 
gard which it expresses. There are no friends like old 
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friends. We have had so maDy years of practically the 
same life journey that it seems but natural that we should 
travel the last few miles together. Since it is your choice, 
I gladly make it mine also. 

Sincerely yours, 

Kathebine Baillie. 
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EPILOGUE 



The last page is turned. Here I rest my pen; nol 
without some gentle regret at leaving the little circle in 
whose joys and hopes and cares and sorrows I have 
seemed to be sharing while inditing these imaginary 
messages. Have you found in them anything that will 
help you to give your nebulous thought more tangible 
substance ? If so, appropriate it ; make it your own, as 
I have tried to make your possible environment mine. 

And though no model given here may exactly meet 
the letter of your case, still, so essentially parallel are 
the experiences of all human lives thaJt, at least, we 
cannot be so very &r apart in spirit. 
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POPULAR HAND-BOOKS 



QOME books are designed for 
entertainment, others for informa- 
tion. 4 This series combines both 
features. The information is not only 
complete and reliable, it is compa<5t 
and readable. In this busy, bustling 
age it is required that the information 
which books contain shall be ready to 
hand and be i»resented in the dearest 
and briefest manner possible. Q These volumes are replete 
with valuable information, compa<5t in form and unequalled 
in point of merit and cheapness. They are the latent as 
well as the be^ books on the subjecfls of which they treat 
No one who wishes to have a fund of general information 
or who has the desire for self-improvement can afford to be 
without them. Q They are 6x4)^ inches in size, well 
pnnted on good paper, handsomely bound in green doth. 
With a heavy paper wrapper to match. 



Qoth, each 50 cents 



THE PENN PUBLISHING COMPANY 
923 Arch Street, Philade^hia 
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ETIQUETTE There is no pa8q>ort to good society 
By Agnes H. Morton Kke good manners. ^ Even though one 
possess wealth and intelligence, his suc^ 
cess in life may be marred by ignorance of social cuftoms. 
^ A perusal of this book will prevent such blunders. It is 
a book for eveiybody, for the social leaders as well as for 
those less ambitious. Q The subje<5t is presented in a bright 
i and intereiting manner, and reinresents the late^ vogue. 

LETTER WRITING Why do most pewons dislike to 
By Ajnes H. Morton write letters? Is it not because 

they cannot say the right thing in 
the right place ? This admirable book not only shows by 
numerous exanqJes just wiiat kind of letters to write, but by 
dire<5tions and sugge^ons enables the reader to become an 
accomplished original letter writer. Q There are forms for all 
lands of busmess and social letters, including invitations* 
acceptances, letters of sympathy, congratulations* and love 
letters. 

QUOTATIONS A clever compilation of pithy quota- 
By Agnes H. Morton tbns, seleded from a great variety of 
sources, and alphabetically arranged 
according to the sentiment ^ In addition to all the popular 
quotaticms in current use, it contains many rare bits of prose 
and verse not generally found in similar colledtions. Q One 
important feature of the book is found in the chara<5teri^c 
lines from well known authors, in which the familial ss^yingi 
are credited to their origbal sources. 

B 
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